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Section 1 


Matters of Special Importance 


n the simplest terms, the purpose of the 
I audit of the House of Commons was to 
examine how well the House is run, in an 


administrative — not political or legislative — 
sense. 


1.2 This question is important because the work 
of the House of Commons is important to all 
Canadians. If the House is well administered, the 
work of Members, the House and its committees is 
facilitated. Recognizing this, the objective of this 
audit was to assess, for the Board of Internal 
Economy, whether the systems and practices in 
place within the House administration are 
satisfactory. This should help the Board improve 
administration, where improvements are needed. 


1.3 Our audit dealt with the support provided to 
the House by the Clerk of the House, the 
Administrator and the Sergeant-at-Arms 
(collectively referred to throughout the report as 
the “House administration”). This audit report 
does not address how the 295 Members of 
Parliament organized and managed the offices, 
staff and resources made available to them by the 
House or the merits of expenditures they incurred. 
We did examine some Members’ transactions to 
determine whether overall House administration 
financial procedures were adequate. 


1.4 This is the second audit by the Auditor 
General of House administration. The first audit, 
in 1980, identified serious and longstanding 
administrative deficiencies. In response, the House 
administration underwent fundamental change in 
the early 1980s. By 1983, when we did a 
follow-up, we found significant progress in almost 
all areas. 


1.5 In 1980 we made a series of 
recommendations, the implementation of which 
dramatically changed the nature of House 
administration, particularly in the area of 
management systems and practices. In 1991 we 
found a quite different situation. While our 
observations indicate that a significant number of 
areas need improvement — in some cases major 
improvement — our observations do not suggest 
serious, widespread problems. 


1.6 Still, the recommendations we are making, if 
acted upon, should have a far-reaching effect on 
House administration; one that will ultimately 
facilitate the work of Members and the House. In 
this section, we highlight issues that we consider 
to be of particular importance. 


1.7 House-wide management needs to be 
strengthened. Some of the most important 
observations and recommendations of this audit 
deal with the structure and process of management 
in the House (section 4). Deficiencies noted 
throughout this report reflect the fact that, in the 
past, different parts of the House administration 
have operated relatively independently. 
Mechanisms for providing a House-wide 
perspective have been weak. A priority in coming 
years should be to foster more interaction and 
co-ordination between the different activities of 
the House administration. 


1.8 We make a series of recommendations to 
re-examine and formalize the structure of the 
management committees, and improve 
information, planning and direction. Most 
importantly, these changes should improve the 
support provided to the Board of Internal 
Economy, and facilitate its work. Under the law 
as set out in the Parliament of Canada Act, the 
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Board of Internal Economy is responsible for all 
administrative and financial matters relating to 
both Members and the House administration. 
While all responsibility for House administrative 
matters rests with the Board, it is important to 
recall that its Members serve part-time and that 
much of its attention will be taken up on matters 
which directly affect Members. So, with limited 
time available to fulfil its statutory responsibility, 
the Board must be supported by formal processes 
and systems, but these must not be overly 
complicated or bureaucratic. 


1.9 A new approach to Members’ expenditures 
is needed. The House, like all legislatures, has a 
difficult balancing act. It must provide support to 
Members to facilitate their work, but yet do so 
with fixed resources. One of the simplest ways is 
to establish specific limits and restrictions. For 
example, the House permits Members to send 
annually no more than four newsletters, called 
“householders”. Although this no doubt curbs 
wasteful use or misuse, it restricts the Member to 
some extent. For example, the Member who 
thinks that bimonthly householders are a more 
effective way to communicate than frequent trips 
to the constituency cannot make that choice. 


1.10 The House has gradually made its rules less 
restrictive, and support more generous. But it has 
not set up a paralle] mechanism to encourage 
Members to use resources and services with 
economy and efficiency. 


1.11 We believe that the current approach to 
Members’ expenditures needs to be rethought 
(section 6). The House should implement two 
measures. First, it should provide more 
information on Members’ expenditures; both to 
Members, and then to the public. Second, in due 
course, it should extend Members’ budgets so that 
they pay for services now paid for directly by the 
House. 


1.12 Little information on expenses for each 
Member is made available. No doubt, providing 
this information to Members would itself 
encourage better use of resources. Even better 
would be to disclose this information to the public. 
The knowledge that expenditures will be 
scrutinized would provide an added incentive for 
Members to use resources well. We recommend a 


phased approach that would first provide 
information to each Member, then to the public by 
the beginning of the next Parliament. 


1.13 The second measure we suggest is that, in 
due course, more services be paid directly from 
Members’ Operating Budgets. This would require 
that these budgets be suitably adjusted, after 
consideration of such factors as constituency size 
and distance from Ottawa. Overall spending 
would be limited to that amount. Travel, 
telecommunications, householders, and printing 
are potential candidates for inclusion. 


1.14 There are three substantia] benefits that 
should result. First, it would reduce the number of 
arbitrary limits needed; the Member who wants to 
produce bimonthly householders, and fund this by 
travelling less, could do so. Second, it would 
provide Members with a direct benefit from 


_economizing; every dollar saved would be 


available for use elsewhere in the budget. Lastly, it 
would put greater pressure on the House to 
provide services economically and efficiently, 
since their costs would have a direct effect on 
Members’ funds. 


1.15 Services meet Members’ needs. An 
organization must accomplish its objectives. In the 
case of the House administration, we asked 
Members and their staff whether services meet 
their needs. The results speak for themselves — 
for almost all services, about 90 percent of 
respondents said that their needs were well met 
(section 5). Clearly, managers and staff of the 
House have reason to be proud of this 
accomplishment. 


1.16 Efficiency of services varies. Another 
important question is whether services are 
delivered in an efficient manner. Here, the results 
are mixed (section 5). We found some services 
that compare favourably to the “well-performing 
organizations” reported in our 1988 Annual 
Report; services that have continually improved 
Operations and client services and exhibit good 
management practices. We also found some at the 
other end of the spectrum; where operations are 
inefficient, and management practices inadequate. 
One result is that, for a number of services, costs 
are higher than necessary. A priority of the House 
administration should be to bring all services to 


the level already achieved by some. In some 
cases, like printing and messengers, this will 
require a fundamental rethinking of how the 
service is delivered. 


1.17 Two important changes to security are 
needed. The provision of security to protect 
Members is one of the most important services 
provided by the House administration. It involves 
more than simply securing people and assets; it 
must also take into account the tradition of public 
access to the legislature and to Members. The 
House shares the Centre Block with the Senate 
and occupies the grounds of Parliament Hill, the 
policing of which is largely the responsibility of 
the RCMP. We concluded that two significant 
changes to current security arrangements are 
needed. First, we recommend improving the 
effectiveness and the control of the security 
perimeter, by strengthening existing security 
measures. 


1.18 Second, we concluded that radical changes 
to joint security arrangements with the Senate are 
very likely needed — ones that we are examining 
further as part of an audit now underway of 
matters of joint interest to the House and Senate, 
to be reported to the two Houses in 1992. At this 
point, we believe the two separate security 
services should be merged into one joint force. 


1.19 In the body of the report, we describe our 
significant observations and recommendations, 
beginning in section 4. 


1.20 Because only a limited number of federal 
statutes — and no government central agency 
rules — apply to the House administration, we 
based audit criteria on general standards of good 
management, adapted to the special nature of the 
House and the practices of similar legislatures. 
Some of our audit observations deal with specific 
details of House administration, others with 
higher-level issues. This reflects the fact that the 
report is aimed at different audiences — the Board 
of Internal Economy, Members, and the general 
public. Management had recognized many of 
these issues and action is already underway in 
several areas. For some issues, for example public 
disclosure, timing is critical; with prompt attention 
it should be possible to complete these changes by 
the next Parliament. The underlying key to 


effectively implementing these changes is the role 
of the Board. Whether the implementation of a 
particular recommendation can be delegated to 
management, the Board must take overall 
responsibility for ensuring implementation. 
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Section 2 
Characteristics and Recent History 


he House of Commons is well known to 
Canadians, as a symbol of our 

democratic form of government, and of 
the nation itself. 


2.2 Ours is a form of responsible government, 
meaning that the executive is drawn from the 
House of Commons, is responsible to it, and must 
maintain its confidence. Many of the activities 
that occupy the House, its committees and its 
Members are tied to the dual roles of passing 
legislation, and holding the executive responsible. 


2.3 The House of Commons, its committees and 
Members are supported by resources and services 
administered by staff under three senior officials: 
the Clerk, the Administrator and the 
Sergeant-at-Arms. The organization of the House 
of Commons is shown in Figure 1. In this report, 
we refer to the activities carried out in the three 
branches as the “House administration” to 
distinguish them from those of the legislature 
itself. The annual expenditures of the House of 
Commons in 1990-91 were $219 million, as 
shown in Figure 1, and about 1700 person-years. 


Key Characteristics of the House of 
Commons 


2.4 The House of Commons has a number of 
characteristics that distinguish it from other 
public sector organizations. These unique 
characteristics have important implications for 


how the House functions and how it is managed. 
As a result, House administration, while similar in 
many ways to other public sector organizations, 
is also different in some respects. 


2.5 The House is administratively autonomous. 
Parliament, and parliamentarians, have a series of 
rights, immunities and powers collectively 
referred to as “parliamentary privilege”. These 
developed in the United Kingdom as the 
institution of Parliament evolved. In Canada, they 
are based in the Constitution Act. 


2.6 One such privilege is the right of the House 
to regulate its internal affairs. In other words, the 
House enjoys a considerable degree of autonomy; 
it cannot be directed to act by the courts or the 
Crown. 


2.7 Because of this principle, it is generally held 
that only the few statutes that expressly name the 
Houses of Parliament apply to them. Equally, the 
House is beyond the scope of government 
administrative rules, policies, and the control of 
central agencies. Thus, while the cabinet 
effectively controls the legislative program of the 
House, the House is much more independent in 
administrative matters. 


2.8 The effects of this autonomy are numerous. 


The House can choose to voluntarily follow 
government administrative policies, or it can 
develop different ones. So, while the goals of 


management are much the same as any 
organization — to achieve objectives, manage 

resources cost-effectively, and so on — there is 
flexibility in how these can be accomplished. 


Figure 1 
House of Commons: Organization and Resources 
(1990-1991 Actual) 


Members’ 


Board of 


Internal Economy Expenditures 


Speaker of the 
House 


$ 18.7 Indemnities 
Sergeant-at-Arms Administrator re Retirement 
: Benefits 
Deputy Clerk Expense 
Operations $3.6 Comptroller 6.5 Allowance 
$ 10.2 Security 1.0 Law Clerk Hany 
iati i 
1.4 Parl. Associations, 6 
Exchanges Resources 
4.7: Maintenance and 25 Committees 
Cleaning 4 Directoriate 9.4 Support 
1.3 Miscellaneous Services 
12.3 Parliamentary 
$ 16.2 Million Publications 4.4 Information 
434 PYs Systems 
: 2 3.0 Parliamentary 47.6 Operating 
41 Public Information Accommodation Budgets 
Office 
Gommittee 5.0 Members Services 
28 Expenses 3.1 Logistics 
2.5 Miscellaneous Partiamentaty 
we 3.2 Restaurant Services 
$ 29.6 Million 1.4 Miscellaneous 
455 PYs 
$ 39.8 Million 
829 PYs 
12.0 Travel 


4.1 Householders 


6.3 Telecommunications 
Notes: i 5.0 Supplies and 
© Total expenditures for 1990-91 are $219 million, 1,718 : Equipment 
PYs (including employee benefits of $17.6 million). 
@ The Estimates note that a further $44 million of services oe Catletises 


are provided without charge by government entities 
(Public Works Canada, Supply and Services Canada, 
Treasury Board, Labour Canada, Canada Post and 
Secretary of State). $ 115.8 Million 


2.2 Miscellaneous 
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2.9 In practice, this flexibility means that one of 
the defining characteristics of the House is that it 
is often either one of the first, or last, 
organizations to embrace innovation or change. 
For example, it was one of the first public sector 
organizations to launch a full-scale 
“environment-friendly” program. On the other 
hand, staffing by merit became House policy in 
the early 1980s, many decades after the public 
service. In fact, until the early 1980s, the House 
lagged the public service in the adoption of many 
management systems and practices (section 2.31). 
Collective bargaining came to the House with the 
enactment of the Parliamentary Employment and 
Staff Relations Act, two decades after it began in 
the federal public service. 


2.10 Members are independent from the 
House. In matters of administration, considerable 
independence is given to Members in organizing 
and operating their offices. Members can hire, 
largely set pay levels and dismiss their office 
employees. Staff are legally employees of the 
Member, not of the House administration. To pay 
salaries, and various other office expenses, 
Members are given an annual budget. 


2.11 Nevertheless, the House administration is 
substantially involved in administering the funds 
provided to Members. For example, Members are 
not provided funds directly; they make claims and 
forward invoices to the House administration for 
payment. The system of rules governing funds 
and services, and how they are administered, is a 
major component of this audit (section 6). 


2.12 House activities are numerous and 
diverse. The Hill is like a village with all manner 
of activities — everything from shuttle buses and 
parking administration through to parliamentary 
procedural research. This affects how the 
organization is managed; management approaches 
suitable for one activity may be entirely 
inappropriate for another. Taken together, these 
many activities require a substantial number of 
employees and financial resources (see figure 1). 
Indeed, the House administration is similar in size 
to a small government department. 


2.13 Service effectiveness is critical. The stated 
objective of the House administration is to serve 
Members, either individually, or collectively in 


committee or the chamber. Many of the services 
— committee clerks, messengers, table officers, 
security guards, to name but a few — involve 
personal contact with Members, or their staff. 


2.14 The duties of Members make the 
effectiveness of services — the extent to which a 
service assists Members well — a critical matter. 
Those who have written on the working life of 
Members invariably stress the heavy, often 
impossible, demands they face. Time must be 
balanced between family, friends, constituents, 
political party, committee service and the chamber 
itself. Deadlines are tight. Reacting to the 
ever-changing agenda of politics — as former 
British PM Harold Wilson noted, “a week is a 
long time in politics” — means that administrative 
support, information, research and procedural 
advice are needed quickly. House administration 
must respond to these needs. So, the effectiveness 
of services was a major thrust of our audit 
approach (section 5). 


2.15 Public scrutiny is a powerful control. 
Those who hold elected office receive public 
attention. This can be both positive and negative. 
The public, aided by the media, closely scrutinizes 
the behaviour and actions of politicians. This 
provides a powerful check over their actions, 
whether these concern political activity or use of 
legislative funds and services. But, as well, 
innocent actions that only appear improper can 
receive undue public attention, and even damage a 
politician’s career. That is the dilemma faced by 
those who have examined whether to disclose 
more information about Members’ use of House 
funds and services (section 6). 


2.16 The partisan nature of the House affects 
administration. One of the most obvious 
characteristics of the House of Commons is its 
partisan nature. Almost all Members belong to a 
political party. A guiding ethic throughout the 
House administration is not to favour certain 
members because of party or position; all 
Members are to be treated equally. 


2.17 Party control over Members also has an 

effect on administration. It is commonly thought 
that party contro] over Members of the House of 
Commons is strong, particularly when compared 
to that found in the United Kingdom. In addition 


to exerting contro] over a Member’s political this, it was composed of Cabinet ministers (along 


activity, parties, cognizant of the effect of bad with the Speaker) and the Cabinet was perceived 
publicity, also provide a check over excessive or as having undue influence over House 
inappropriate use of funds and services by administrative matters. Now the Board is 
Members. For example, party whips sometimes composed of the Speaker and Deputy Speaker, 
become involved in deciding whether a Member’s three members of the opposition parties, and four 
request for services is excessive. members of the government party. 


2.18 Member’s average tenure is short. 


Another defining characteristic of the House of 2.22 The Speaker, as chairman of the Board of 
Commons is the high turnover rate among Internal Economy and as presiding officer of the 
Members. In Canada, both incumbent defeats and House of Commons, is the critical link between 
resignations are proportionally higher than that of the Board and House administration. In some 
legislators in the United Kingdom and the United ways, using an analogy from the private sectoi, 
States. This places periodic heavy demands on the the Speaker can be thought of as the “Chief 
House administration to assist and inform a large Executive Officer” of the House administration. 
body of new Members and, as well, to adapt itself The Speaker’s control over House administration 


to each new “class” of MPs. takes two forms. First, the three senior officials 
report to the Speaker. Second, the Speaker 
chairs the Executive Committee, of which the 
three senior officials are members. The three 
senior officials together form a third committee; 
the Administrative Committee. 


2.19 The House is a national institution. The 
House of Commons is a national institution, 
housed in heritage buildings that are national 
symbols. A number of its functions are affected 
by this role. For example, the buildings must be 
cleaned and maintained to a degree befitting their 
stature. Guides and facilities are provided for the 
many tourists and visitors the House receives 
annually. Maintaining security is challenging 
because of the tradition of the public’s access to 
the legislature. 


2.23 These three committees form a three-level 
decision-making process. Decisions not requiring 
the Speaker’s involvement are made by the 
Administrative Committee — the first level. 
Otherwise, they are dealt with by the Executive 
Committee — the second level. In turn, matters 
may be referred by the Executive Committee to 


2.20 Administrative decision making is the Board of Internal Economy — the third level 

complex. Another key characteristic of the House (section 4). Of course, the Board can, and does, 

is that it has, of necessity, a relatively complex initiate consideration of issues that have not been 

decision-making structure for House dealt with by the other two levels. 

administrative matters. Ultimate responsibility for 

decisions rests with the Board of Internal 2.24 A standing committee of the House advises 

Economy. It has clear and extensive legal the Board on administrative matters. Until 

authority, under section 52.3 of the Parliament of changes in the Standing Orders in April 1991, this 

Canada Act, to “... act on all financial and advisory role was the responsibility of the 

administrative matters respecting the House of Standing Committee on Management and 

Commons, its premises, its services and its staff, Members’ Services. With changes to the Standing 

and the Members of the House of Commons”. Orders, this committee was abolished. This 

This gives legal effect to the House’s autonomy mandate was given to the new Standing 

from the government in administrative matters, Committee on House Management, with a much 

and its authority over Members. broader mandate that includes the role of the 
former Striking Committee and Standing 

2.21 The role of the Board was substantially Committee on Privileges and Elections. 

strengthened in 1985, when its mandate was set 

down in Jaw through amendments to the 2.25 The Board’s authority over Members has 

Parliament of Canada Act. At the same time, the increased. The Board of Internal Economy not 

membership of the Board was broadened. Prior to only deals with House administration, it is also 
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responsible for establishing the rules governing 
Members’ use of resources and services. During 
our audit, the responsibilities of the Board of 
Internal Economy concerning Members were 
further expanded through amendments to the 
Parliament of Canada Act; it may now issue 
by-laws binding on Members, and give opinions 
on the propriety of a Member’s use of resources 
and services. Thus, Members are accountable to 
the Board of Internal Economy and not to the 
House administration. 


Recent Key Changes 


2.26 House procedure has changed in the last 
decade. “Procedure” is the sum of rules, written 
and unwritten, by which a legislature conducts 

business. Procedure is the means through which 


fundamentally conflicting objectives are balanced: 


the right of the government to legislate, the right 
of the opposition to question and challenge, and 
the right of the ordinary Member to play a role in 
the parliamentary process. Procedure has a direct 
effect on House administration, in terms of the 
support needed by Members, committees and the 
chamber. 


2.27 The last decade has been a time of 
considerable procedural change. Special 
committees were established in 1982 (chaired by 
T. Lefebvre) and again in 1985 (chaired by J. 
McGrath) to examine the need for procedural 
reform. A number of their recommendations were 
acted upon. Further procedural changes were 
made during April 1991 and more are anticipated. 
Clearly, the earlier procedural changes had an 
effect on the House administration. At the time 
of the audit, it was too early to see the effects of 
the 1991 changes on the House administration. 


2.28 The role of committees has broadened. In 
particular, the procedural reforms of 1985 
enhanced the role of House committees. 
Legislative committees were established to deal 
solely with legislation, following second reading 
in the House. The powers of standing committees 
were expanded. They no longer require a specific 
reference from the House to undertake a study; 
they have the power to study and report on all 
matters relating to the mandate, management, and 
operation of their assigned departments. As well, 
they were given the ability to review — but not 
block — certain Order-in-Council appointments. 


These changes mean that the support provided to 
committees has become more important (Section 
5): 


2.29 As well, in order to enhance the 
independence of the legislature from the 
executive, a new procedure for freely electing the 
Speaker was established. Prior to this, the Prime 
Minister, in effect, chose the Speaker. 


2.30 House administration changed 
dramatically during the last decade. Our audit 
of the House of Commons in 1980 is often 
regarded as a turning point in the administration of 
the House. The 1980 audit confirmed many 
serious administrative problems. In a phrase that 
captured the essence of the situation, Auditor 
General James Macdonell, in section 5.8 of the 
1980 Annual Report, wrote: “It is reasonable to 
expect that (House) general and financial 
administration would be a mode] of excellence ... 
this is far from being the case”. Equally 
succinctly, Speaker James Jerome noted at the 14 
November 1979 meeting of the Standing 
Committee on Management and Members’ 
Services: “we simply have not kept pace in terms 
of professional administration”. 


2.31 Many of the problems were long-standing. 
Indeed, the 1980 audit echoed many of the 
findings of a 1964 study by the Civil Service 
Commission, in which 170 specific problems were 
noted. Half of the problems dealt with personnel 
practices. The intervening years exacerbated 
problems, as services to Members grew 
dramatically in the late 1960s and 1970s. House 
administrative staff grew three-fold, House 
expenditures ten-fold. 


2.32 Soon after the 1980 audit report was 
tabled, the House embarked on a dramatic 
program to improve House administration. 
Those who witnessed the initiative, or were 


involved with it, attest to the serious obstacles 
that were faced, and the critical importance of 
the determination of successive Speakers to 
modernize House administrative practices. 


2.33 In 1983, at the request of Speaker Jeanne 
Sauvé, we conducted a follow-up of the audit. We 
found significant, though still incomplete, 
progress in almost all areas. As well, a recurring 
theme in the follow-up was concern that progress 
might not prove to be permanent. 


2.34 Significant improvements have been made 
since 1980. In specific sections of this report, we 
comment on many of the same functions 
examined in 1980 and 1983. It is difficult to make 
specific comparisons between the situation then 
and now, because considerable time has passed, 
and the organization and responsibilities of 
specific activities have changed in significant 
ways. But, whereas we concluded in our 1980 
audit that “the quality of general and financial 
administration was significantly below a minimum 
acceptable standard”, we now conclude that it is 
significantly above such a standard. And, with the 
passage of time since the 1983 follow-up, there is 
little reason to be concerned that improvements 
might prove temporary. 


2.35 Many more administrative changes are 
underway. One might expect, given the extent of 
changes during the last decade, that House 
administration would now be relatively static. On 
the contrary, at the time of our audit, many areas 
were again in a state of transition. Managers of a 
number of key activities have recently changed. A 
number of studies of particular services and 
functions were completed in the last year or so. 
Action on these studies was underway at the time 
of our audit. In March 1991, House 
administration underwent its most substantial 
reorganization since 1980. The effect was to shift 
responsibility for a number of activities from the 
Sergeant-at-Arms to the Administrator, namely 
messengers and transportation, parking 
administration, Press Gallery support, furniture 
and auxiliary services, telecommunications, and 
parliamentary accommodations. At the same 
time, some activities were shifted to the Clerk — 
most from the Administrator — namely the Public 
Information Office, broadcasting, guides, pages 
and the Dominion Carillonneur. 
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he terms of reference of this audit are 
contained in an exchange of 

correspondence between the Speaker of 
the House of Commons and the Auditor General 
during July 1990 (Appendix 1). We began the 
planning phase of the audit in October. In 
February 1991 we submitted our audit plan to the 
Board of Internal Economy. It agreed to the plan 
in April. 


3.2 We selected areas for detailed audit work 
based on their importance to the functioning of the 
House. Therefore, we included some areas that 
appeared to be satisfactory. Other areas we 
selected for detailed audit work were ones in 
which significant deficiencies were indicated. As 
well, we included some areas, such as security, at 
the request of the House. 


3.3 During the planning phase, and in the earlier 
audit of the Senate administration, some issues 
came to our attention that involved both the 
Senate and House of Commons. These will be 
subject to further analysis and inquiry and 
reported in a 1992 report to the Senate and House 
of Commons on matters of joint interest. 


3.4 We did not examine issues related to the 
House of Common’s constitutional and legislative 
roles, parliamentary procedure, public policy or 
the level] of Members’ salaries, non-taxable 
expense allowances and pension benefits. As well, 
because our audit focussed on overall House 
administration, we did not examine the 
management of any individual Member’s office or 
the merits of individual Member’s transactions. 
We did, however, examine some transactions by 
Members as part of the examination of House 
administrative procedures. 
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Section 3 


Audit Approach 


3.5 For each area selected, we identified a series 
of criteria against which to audit. These were 
developed from several sources, including House 
of Commons policies, and accepted management 
and operational practices in other public sector 
organizations and legislatures. The criteria are 
summarized in Appendix 2 in order to explain the 
basis of our audit findings. 


3.6 We designed audit projects to assess whether 
these criteria were met. Each project used a range 
of audit techniques, including: document and file 
review, comparisons with other legislatures, 
interviews with managers and staff, and a review 
of available efficiency and effectiveness 
information. The extent of work for each project 
varied according to our judgment of what the 
circumstances required. Each section of the report 
explains more fully the work completed, including 
any limitations that applied. 


3.7 In addition, we conducted a survey, by mail, 
of Members. The survey contained a series of 
questions on the extent to which House services 
meet Members’ needs, and their views on a range 
of specific administrative issues. We had 
responses from 190, or 65 percent, of Members, 
some of which were completed by their staff. 
Because not all Members responded, the 
questionnaire results do not necessarily reflect the 
views of all Members. But, based on key 
characteristics such as region and party, those who 
responded were representative of Members as a 
whole. Moreover, the questionnaire results are 
generally consistent with opinions expressed to us 
in interviews of Members with leading roles in the 
House of Commons. We provided the Speaker 
with a detailed report on the survey’s results. 


3.8 As noted earlier, a number of specific areas of 
House administration were undergoing change at 
the time of the audit. This makes the job of 
auditing more difficult, particularly in deciding 
whether recently completed (or still ongoing) 
action has corrected problems. It can be risky to 
judge an initiative to be successful before it has 
become proven in practice. So, in areas 
undergoing significant change, we describe the 
state of these changes, along with the problems 
they are attempting to address, while not 
prejudging their success. 
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Section 4 


Management and Decision Making 


he management and decision-making 
process for House administrative matters 
is complex, as noted in section 2. 


4.2 We examined the process, structure and 
support available to decision makers, and the 
reporting of administrative matters to Members 
and the public. We expected to find that the roles 
and responsibilities of the management 
committees (the Board of Internal Economy, the 
Executive Committee and the Administrative 
Committee) were clear and well communicated, 
that the management committees had sufficient 
tools and resources to effectively manage the 
House administration and that matters with 
corporate implications were co-ordinated and 
brought forward to the appropriate level. 


4.3 Our conclusion is that a number of 
improvements in the management and 
decision-making process are needed. The 
management committees of the House of 
Commons are not as effective as they should be. 
The improvements needed include: 


¢ Clarification and redefinition of the roles and 
responsibilities of the management 
committees; 


better planning processes and direction for 
House administrative activities; and 


better information for the management 
committees. 


4.4 It is important to acknowledge that many of 
these issues have been recognized by 
management, and corrective action is underway. 
Each issue alone is not critical. But, taken 
together, they suggest that improving management 


12 


and decision-making should be a higher priority. 
Timing is important: the recent changes to the role 
of the Board and to the organization of the House 
administration have created an opportunity to deal 
systematically with these matters. Also, this is a 
suitable time to make changes for the next 
Parliament. 


The Process and Structure 


4.5 The statutory powers of the Board as set out in 
section 52.3 of the Parliament of Canada Act are 
far-reaching; it “...shall act on all financial and 
administrative matters respecting...the House of 
Commons...”. The Board relies on the 
Administrative and Executive Committees to deal 
with the details of many matters for which it is 
responsible. Given this, these Committees should be 
given a clear mandate, and be organized and 
operated to best serve the Board. These Committees 
should provide a House-wide perspective and 
challenge to matters presented by the senior officers 
of the House for approval and guidance. Ultimately, 
the House administration is accountable to the Board. 


4.6 Each Committee should have guidelines 
Outlining what matters it will normally deal with. 
These guidelines should ensure that all significant 
items with House-wide impact are presented for 
approval by one or more of the management 
committees. These items should also be reported 
back to the appropriate management committees 
upon completion or implementation to ensure full 
accountability. 


4.7 The Executive and Administrative 
Committees do not have formal mandates, or 

Clear guidelines. We found a wide variance of 
practice as to how matters are dealt with. 


4.8 For example, the involvement of the 
management committees in the progress of 
projects or studies is inconsistent. In some cases, 
the Administrative Committee was not involved in 
Studies concerning House-wide matters early 
enough to ensure its information needs were 
incorporated into the study terms of reference. In 
addition, studies were not always reported to the 
committees upon completion. For example, a 
1990 consultants’ review of Materiel Management 
examined Branch operations, actions taken on 
previous audit recommendations and assessed the 
future direction of the Branch. At the time the 
Administrative Committee approved the contract, 
it did not ask to receive the final report, or Branch 
management’s action plan. Neither the report nor 
the action plan have been presented to the 
Committee. 


4.9 In another case, the management committees 
were not systematically involved in directing and 
monitoring the Integrated Accounting System 
(IAS) project. The project, to integrate the general 
accounting systems for the House administration 
and Members, started in early 1986. There was a 
plan outlining some of the functions the system 
was to include. The plan did not, however, show 
estimated costs and resources. In the initial stages, 
House managers were not asked to identify their 
needs from the system. Enhancements continue to 
be made to the system. The management 
committees were involved at some junctures, such 
as in April 1987 when the Executive Committee 
reviewed the annual capital plan which included 
the purchase of IAS computer equipment and 
software. Involvement at these junctures did not 
involve a full review of the project design and 
progress to date. 


4.10 The recent changes to the Parliament of 
Canada Act have given the Board of Internal 
Economy new powers and clarified its role. Board 
discussions should now focus increasingly on 
developing priorities and objectives for House 
operations and reviewing the mandates of key 
activities. Matters of particular interest to 
Members will likely continue to require ongoing 
attention from the Board. We recognize that the 
Board will also have to devote time to its new 
responsibilities to make by-laws and issue 
opinions. In addition, the Board should now 
re-examine, where appropriate, the role and 
responsibilities of the Executive and 


Administrative Committees. It must do this taking 
into account its own statutory role on the one hand 
and the need for a lower-level decision making 
and integrative structure on the other hand. 


4.11 The current role of the Executive Committee 
is primarily one of agenda setting for the Board 
and ratifying Administrative Committee decisions. 
Given that its membership is mixed (that is, it 
includes the Speaker as well as the three senior 
officers), we consider that its role should be more 
Substantive and clearly defined. For example, the 
Board could specifically assign responsibility to 
the Executive Committee for ensuring a 
systematic review of all proposals and documents 
destined for the Board; the need for which is 
described in paragraphs 4.35 to 4.39. 


4.12 Of the three senior officers, the Clerk is 
recognized as the most senior, having 
responsibilities as Chairperson of the 
Administrative Committee and as Secretary to the 
Board. In this capacity, the Clerk’s role is to 
ensure that the decisions and actions of the 
Administrative Committee are presented to the 
Speaker and the Board in a manner that reflects 
House concerns. Since early in 1991, the 
Comptroller and the Director General, Human 
Resources, have regularly attended Administrative 
Committee meetings. Other managers at the 
Director Genera] leve] attend on occasion. Such 
involvement enhances co-ordination and 
consultation across the House administration. 
These managers could be made regular members 
of the Committee; an option that should be 
considered by the Board after it has settled the 
nature of that Committee’s role and 
responsibilities. 


4.13 Recommendation: The Board should 
clarify the mandates and operating 
guidelines of the management committees, 
following a review of the appropriate role of 
each. 


Planning and Policy Making 


4.14 Better planning is needed. We expected to 
find that the management committees set and 
communicate objectives and priorities for the 
House and that long- and short-term plans are 
developed and communicated for areas of 
corporate importance. 
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4.15 The management committees do not 
formally set and communicate priorities and 
objectives for the House. The detailed budget 
document, prepared annually, sets objectives for 
some organizational units and provides 
information on activities but it does not provide 


House-wide priorities or objectives. Nor does 
any other document. EDP technology, 
accommodation, human resources and capital 
budgets are examples of areas that should be 
planned on a House-wide basis. 


4.16 Despite the lack of formal planning 
processes, some planning is undertaken. For 
example, one element of good planning is 


re-examining the strategic direction of a particular 
activity. There have been many cases where such 
re-examinations have taken place. For example, in 
section 5, we note services where substantial and 
innovative improvements have been made. 


4.17 EDP Technology. There is no long-term 
plan for computer systems and equipment. 
Viewed from a House-wide perspective, resources 
may be used to develop low priority systems 
rather than systems with greater significance to the 
House. The Computer Systems Branch develops 
an annual plan which sets the priority for 
computer systems development. The 
Administrative Committee does not review or 
approve this plan, although it does approve 
individual proposals for equipment purchase and 
contract development. 


4.18 Accommodation. As we note in detail in 
section 8, accommodation planning is undertaken 
on a project-by-project basis. There is no 
mechanism or policy for systematically 
reallocating space to its best possible use. 


4.19 Human Resource Plans. There are no 
House-wide human resource plans developed for 
either the long- or the short-term. Such planning 
is important because the House is currently 
undergoing both demographic changes, as the 
work force ages, and organizational changes. This 
is not to say that no human resource planning has 
taken place. Some human resource and 
operational] planning is done within various 
divisions and work has been done on some sector 
and division missions, mandates, and values. 
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4.20 Capital Budgets. Capital budgets should 
also be managed on a House-wide basis. We 
found that the proportional split of the capital 
budget between the Clerk, the Administrator and 
the Sergeant-at-Arms has been the same for the 
last three years. This suggests that capital asset 
requirements may not be dealt with in order of 
priority on a House-wide basis. Although the 
Administrative Committee approves transfers 
during the course of the year, House-wide 
priorities should be reflected in the capital budgets 
at the beginning of the year. 


4.21 The replacement of photocopiers for 
Members’ offices provides an example of the need 
for better capital planning and budgeting. Copiers 
were replaced in 1990-91 at a cost of $860,000. 
However, the money had not been set aside in the 
capital budget for this, despite the fact that 
copiers require replacement about every five 
years. Because this expenditure had not been 
provided for in the capital budget, the House 
entered into a lease/purchase agreement until it 
could find funds to pay for the purchase. The 
House should have a better process for identifying 
future capita] needs, including replacement items. 


4.22 Recommendation: The management 
committees should set House-wide direction, 
priorities and objectives for the House 
administration. Long- and short-term 
planning for key areas should be done. 


4.23 Policies are absent in a number of areas. 
One of the principal means by which the 
management committees should be directing 
House administration is by establishing House 
policies. We found examples where needed 
policies were not in place. For example, some 
necessary financial (paragraph 8.18), purchasing 
(paragraph 8.22) and asset control (paragraph 8.7) 
policies are absent. Frequently, we found that 
draft policies had been developed and proposed to 
senior management, but never approved. Some 
became de facto practices; in other cases no 
further action was taken. 


4.24 Recommendation: The management 
committees should develop, approve and 
communicate policies where these are needed 
but not in place. 


information Provided for Decision 
Making 


4.25 In order to manage, the management 
committees need sufficient, appropriate and 
concise information on current operations. The 
management committees also require information 
On operational performance in order to hold the 
administration accountable. A decision-making 
process requires information from both formal and 
informal sources. We examined information 
provided to the management committees on a 
regular basis from information systems, 
information provided relative to particular 
proposals, and information provided from 
independent reviews. 


4.26 There are significant gaps in the 
information regularly provided to the 


management committees from information 
systems. 


4.27 Regular information is a critica] too] for 
managers as it provides an early indication of 
potentially significant trends. We examined key 
types of information needed by program and 
senior managers that should be provided by 
management information systems: financial 
information, human resource information, and 
information on operational performance. 


4.28 Improvements have been made in 
information going to the management committees. 
Until recently, the Administrative Committee 
received monthly computer printouts of 
person-year utilization and occasional financial 
management reports, in both cases without any 
analysis. The Committee is now receiving 
person-year utilization reports and financial 
management reports, including analysis and 
reasons for changes, on a regular basis. In section 
6, we note the need to establish regular reporting 


of Members’ expenditure information to the Board. 


4.29 There is little overall analysis of human 
resource information, as we discuss in detail in 
section 9, and there are few regular reports going 
to the management committees. The Human 
Resources Directorate is conducting a major study 
to determine the human resource information 
needs of different levels of management. The 


results of the study are scheduled to be reported in 
the near future to the Human Resources 
Management Committee which has been 
overseeing the study. 


4.30 The study was initiated because of 
recognized inadequacies in the many existing 
systems. Some systems were designed by specific 
directorates for their own day-to-day information 
needs and serve these needs well. Others were 
designed by the Human Resource Directorate to 
serve a specific need. Each system was 
developed and operates in isolation. As a result, 
there are cases where information cannot be 
shared between systems and valuable data is 
collected but not analyzed. There is little 
organized analysis and consolidation of human 
resource information and preparation of regular 
reports for consideration by the management 
committees. 


4.31 We found wide differences in the quality and 
usefulness of operational performance information 
systems, as discussed in paragraph 5.38. 


4.32 Information not regularly provided to 
managers could reveal significant trends. To 
identify the impact of the information gaps, we 
assembled and analyzed some of the human 
resource information available but not regularly 
provided to managers. Our analysis revealed a 
series of significant findings in the areas of 
accidents, sick leave and overtime, demonstrating 
the importance of improving House information 
systems. The results of our analysis are described 
in section 9. 


4.33 Given that many existing information 
systems meet the requirements of responsible 
program managers, future information systems 
development should rely on existing systems 
where practical, with modifications and 
improvements as necessary. We would expect 
that, in the future, the information and analysis 
available to the management committees would be 
relevant and concise, with only the most 
significant matters being drawn to the attention of 
the Board of Internal Economy. 


4.34 Recommendation: The House 
administration should systematically identify 
the information needs of management at 
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each level and ensure that the House’s 


information systems provide this information. 


4.35 Better financial information concerning 
specific proposals is needed. In practice, people 
rely on many sources of information in making a 
decision. We examined one such information 
input: the written material provided concerning a 
sample of proposals to the management 
committees. We examined, in particular, the 
adequacy of information provided on the financial 
impacts of proposals. We expected to find that the 
information supporting proposals would contain 
the full and complete costs of each proposal 
including the costs of viable options, as 
appropriate. We did not evaluate the merits of the 
actual decisions made by the management 
committees. 


4.36 Overall, we found that information in many 
proposals was satisfactory. Of the remainder, two 
proposals had significant deficiencies. In one 
case, the Printing Operations Branch undertook a 
major plant and equipment acquisition in 1990-91 
(see case study 5.2). The purchase of a large 
printing press was approved by the Board. The 
proposal to the Board lacked key information, 
such as on the need for the press, alternative ways 
of meeting that need, and additional equipment 
needed to operate the new press. 


4.37 In the other case, the information provided to 
the Board in support of a proposal to substantially 
reduce catering services of the Parliamentary 
Restaurant Services Directorate was, in our view, 
not satisfactory. The proposal estimated that 
$250,000 would be saved by implementing this 
proposal. This estimate was based on incomplete 
cost information. The analysis failed to consider 
several important factors, such as expected 
revenue increases resulting from higher catering 
prices approved by the Board several months 
earlier. One reason the proposal was supported 
by inadequate financial] information is that full 
cost information for catering services is not 
available. Asa result, it is not clear whether there 
will be any saving . 


4.38 The House Administration recently has taken 
Steps to establish a review process for proposals to 
the management committees. The Comptroller 
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and Director General, Human Resources, have 
begun to review and sign off proposals. 


4.39 Recommendation: The House 
administration should establish a full review 
process for proposals to the management 
committees, to ensure that all proposals 
contain complete and consistent information. 


Independent Review 


4.40 There has been no internal audit function in 
place, although various studies have provided a 


partial substitute. 


4.41 Between 1981 and 1985, an internal audit 
function was active in the House. In the 
intervening years, various studies were completed. 
These were similar to internal audits, in some 
respects, but lacked the extensive involvement of 
the Administrative and Executive Committees in 
setting terms of reference, or directing action in 
response to study findings. Recent steps have 
been taken to re-establish the internal audit 
function, combining it with a new program 
evaluation function. 


4.42 The statutory responsibility of the Board 
over financial and administrative matters brings 
with it a requirement for a source of assurance, 
independent of management, that management 
systems and practices function properly and 
performance is satisfactory. Recognizing this, a 
draft mandate, developed by the Program 
Evaluation and Audit Directorate, proposes that a 
sub-committee of the Board be established as the 
audit committee, with responsibility to review and 
approve: audit plans, terms of reference for 
particular audits, audit reports and necessary 
corrective actions. This draft mandate has yet to 
be approved by the Board. The Internal Audit 
function reports, for administrative purposes, to 
the Administrator. To prevent any real or 
perceived conflict of interest, the House should 
ensure that substantive control rests with the audit 
committee. 


4.43 Recommendation: An internal audit 
and program evaluation function should 
operate under the direction of a Board 
sub-committee, ideally chaired by the 


Speaker, to provide independent assurance 
on House administrative activities. 


Reporting to Members and the 
Public 


4.44 Members want to know more about the 
administration of the House. One of the 
messages contained in Member responses to 
our questionnaire was the need for more 
information on a range of House administrative 
matters. 


4.45 A substantial majority of Members consider 
it important to know more about the plans, 
activities, results and expenditures of House 
administration. Organizations, including 
legislatures, typically use some form of an annual 
report or detailed annual budget submission to 
communicate such information. Substantially less 
information has been available to Members and 
the public on the administration of the House of 
Commons than is available about government 
departments in Part II of the Estimates. This 
places Members in the curious position of being 
able to know more about the administration of 
government departments than their own House 
administration. 


4.46 For a number of years, a detailed annual 
budget document, somewhat similar to the Part III 
of the Estimates, has been prepared for use by 
House administration, the management 
committees and the standing committee 
responsible for advising the Board. In 1991-92 it 
was made available to Members on request. 


4.47 We examined the performance information 
in this document for a number of activities, and in 
almost every case, found only activity reports (for 
example, covering the number of units of service 
delivered). With improvements in performance 
information and future plans, the annual budget 
document could provide a suitable accountability 
document for informing Members concerning 
House activities and results, if it were made 


available to Members each year. Such a document 


might usefully be given to the internal audit 
function for review for completeness and 
reasonableness. 


4.48 Based on our questionnaire results, there was 
also a substantial] majority of Members who 
thought it important to know more about Board of 
Internal Economy decisions. House Standing 
Orders require that the Minutes of the Board be 
tabled at the beginning of each session. With the 
requirement in the amended Parliament of Canada 
Act for tabling by-laws within 30 days, it would 
seem reasonable to table Minutes much sooner 
than the beginning of the subsequent session. 
Members generally do receive prompt 
communication of decisions that directly affect 
them. 


4.49 Recommendation: The Board should 
provide more information on the House 
administration to Members, in particular, 
through an improved annual budget 
document, and should report Board decisions 
sooner. 


4.50 Little public information on House 
administration is available. In addition to 
information for Members, there should be more 
information made public on the administrative 


activities of the House. Many of the same 
mechanisms for informing Members can also 
serve to provide information on House 
administration to the public. 


4.51 Recommendation: The Board should 
make information on House administration, 
such as the annual budget document, 
publicly available. 
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Section 5 


House of Commons Services 


e examined a number of the services 
W delivered to Members and their personal 


staff, the legislature and its committees. 


5.2 We selected services that are representative of 


the broad range of activities delivered by the 
House administration. In total, the 1990-91 
budget for the services we examined was $48 
million with 1,200 person-years, equalling 70 
percent of House administration staff. These 
services are: 


¢ Support Services Directorate: 
Printing Operations; 
Furniture Repair and Auxiliary Services; 
Transportation Services (including 
parking administration); 

¢ Postal Distribution and Messengers Services 

Directorate: 

Postal and Distribution Services; 


Messenger Service; 


¢ Public Information Office; 
¢ Maintenance and Cleaning Services; 


¢ Parliamentary Publications Directorate: 
Debates (Hansard) Reporting Service; 
Committee Reporting Service; 
Index and Reference Service; 
Centralized Support and Publications 
Service; 

¢ Information Systems Directorate: 
Computer Systems; 
OASIS User Support Service; 


* Security Services (section 7); 
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* support services to committees (paragraph 
5.41); and 


¢ Parliamentary Restaurant Services Directorate. 


5.3 Our audit examined several aspects. Where 
appropriate, we examined the mandate for the 
service, its standards, the management practices 
used and its organization and delivery. We also 
examined the systems used to monitor and report 
on the performance of services. This section 
presents the results of our examination along 
functional lines rather than focussing on each 
activity audited. For this reason, some services 
are referred to several times, while others are only 
briefly mentioned. We have briefed management 
more fully on our findings for each service. 


5.4 During the audit, the House administration 
underwent a major reorganization of these 
services. Changes mainly involved reporting 
relationships. The changes affected our 
examination approach; we reduced our audit tests 
in areas that were being reorganized. 


Meeting User Needs 


5.5 Services are of high quality and meet 
Members’ needs. The services we examined 
support Members, their staff and offices, and the 
House administration in conducting the legislative 
and administrative business of the House. For this 
reason, a goal of the House administration is to 
deliver high quality services that meet the needs of 
these various clients. We found that, for the most 
part, this goal was being achieved. The services 
examined are of high quality. Considerable 
attention is given to responsiveness and timeliness 
and efforts are constantly being made to improve 
the quality of services. 


5.6 For the majority of services, over 90 percent 
of the Members who responded to our 
questionnaire indicated that their needs were 
either “well” or “very well” met. Printing services, 
messengers and internal mail services, 
Members’ householder services, postal and 
distribution services and publications services 
are examples of services that were rated highly 
by Members. 


5.7 However, Members did identify some 
problem areas. Services that were not rated as 
highly by Members were: computer-related 
services (hot-line assistance, maintenance, 
training); cafeterias; and parking administration. 
The main complaint of Members with 
computer-related services was a lack of 
responsiveness to inquiries; for cafeterias the 
problem was poor food quality and hours of 
service; and for parking, the problem was 
availability. 


5.8 Clients lack information on services. 
Members responding to the survey indicated that 
they do not have full information on the broad 
range of services available. Details on each 
service are contained in the Members’ Allowances 
and Services Manual, but 90 percent of 
responding Members and staff stated that they 
consider it important to have additional 
information on services. They identified a need 
for information on services directed to Members’ 
staff as well as Members. They also noted that the 
information should be provided throughout the 
duration of a Parliament. 


5.9 The House administration has taken steps to 
better inform Members and staff about the 
available services. For example, at the beginning 
of each Parliament, extensive briefings are held 
for all new Members explaining the services 
offered and how to access them. The Support 
Services Directorate, responsible for delivering a 
number of services we examined, has recently 
developed an information program involving 
periodic meetings with Members and their staff. 


5.10 Recommendation: The House 
administration should develop more ongoing 


programs to clarify and supplement existing 
information on available services. 


Management and Delivery of 
Services 


5.11 We examined whether the basic 
management structures for services were 
Satisfactory, if adequate planning and controls 
were in place, and whether the services were 
delivered in an efficient and cost-effective 
manner. We examined whether adequate 
consideration was being given to measuring and 
improving program performance and exploring 
alternatives to existing services. We expected to 
find clearly defined service standards, efficiently 
organized delivery and that cost-effective 
alternatives had been considered. 


5.12 We found that the adequacy of 
management practices varies significantly 
among branches. As a result, operating costs of 


many services are likely higher than necessary, 
as shown in paragraphs 5.15 to 5.40. 


5.13. We found examples of well managed and 
efficient operations that provide quality services to 
clients. A case study on a well managed and 
efficient operation, the Parliamentary Publications 
Directorate, follows. 


5.14 Another example where management and 
staff have taken initiatives to increase efficiency 
and expand services to Members is the Postal and 
Distribution Services Branch. This Branch is 
responsible for internal mail, postal services, and 
the preparation of Members’ householders for 
distribution. In the past, the staff worked 
exclusively in one of the three activities. Over 
the past two years, management has integrated the 
groups and provided training to allow staff to 
perform the different functions of each activity. 
Thus, staff can be allocated to meet changing 
workload demands. The Branch has also put into 
place an efficient process for preparing Members’ 
householders for distribution to constituencies. 
This service was rated very highly by Members 
responding to Our survey. 
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. Case # Study 5. 1 _ 


_Partiamentary P Publications f Directorate 


e core of full-time employees. This i 1S well suited to the oa demand for services 
ee Cee and e publavons Services are in Bteates demand i dunng the a : 


oh 1988, DRS replaced s short: hand reporting w wh transcription from ape to capture 
the debates in the Chamber. Changes were also made to the process of transcribing 
and editing the debates. These changes resulted i ina high quality product: that : 
required approximately 50 percent less resources to produce 


_ With resources saved by the above measures, approximately 50 person-years in ot the 
Directorate reorganized technical ‘Support and Pelton activities into anew service ~ — the” : 


support within the Clerk’s branch and reduced the s services required from the Ce 
Communication Group. Considerable resource eS have resulted from the creation of 
CSPS. 


Other economy measures were introduced including a reduction i in the number of copies of 
parliamentary publications distributed. Now, issues for House committees are distributed ona 
subscription basis to Members and the other eligible recipients. ‘Indexes of parliamentary 
publications are published less frequently and have been replaced by more useful and less 
costly indexes for individual Members. : 
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_ Printing Operations B Branch . 


ffected by: the parliamentary cycle. ‘The Branch i is ‘staffed and equipped & to mee : 
ch occurs infrequently. This adversely affects operating costs and results i in XCES 
1¢ photocopy and offset | press areas for much of the year. To illustrate, while peal 
the Branch is comparable to other printing shops with similar equipme 
staff and equipment is less than SO percent of those other printing plants 


changes were introduced i in the past to deal with the problem of fluctuating 
ince 1984, most householders are not printed in-house but are printed, ' u : 
Canada Communication Group. However, management has made li 
smative ways of dealing with peak demands, such as contracting ou 
commercial printers. ‘The trend to contracting out and increased | ‘spe 
become standard practice in the printing industry. This has been pursued, 
by in- house print shops i in a number of federal government departme 
infreque peak emands and excess capacity. 


itt documented wai of far printing demand or ee 


pur | 
see _ approximately | $180,000 to make it fully operational. The costs for additional equipment were 
ee included i in the House administration capital budget. We believe that this information should h i" 
been brought to the attention of the Board at the time of the decision to purchase the new press 


: Recommendation: Management should examine production alternatives for printing 
order to reduce operating costs and, in particular, re-examine the need for the new 
cee pres. 
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5.15 In contrast, we found other activities lacking 
clear objectives, strategic and operational plans, 
performance standards and performance 
information systems. In these organizations, while 
the focus was on the quality of the service, 
insufficient attention was paid to delivery costs, as 
the case study on the Printing Operations Branch 
illustrates. 


5.16 Recommendation: Management should 
review the management and operating 
practices of the well-performing branches 
and apply the best practices to all branches. 


5.17 We observed branches with operational 
deficiencies and high operating costs. For 
example, in the Parliamentary Restaurant Services 
Directorate, we noted that the cost of operations 
were high relative to sales. In the Printing 
Operations Branch, the cost of specialty printing 
was considerably more expensive than if 
purchased from a commercial printer. In the case 
of personal services such as barber services, the 
delivery cost is high and utilization is low. A 
consultant was engaged to assist the Cleaning 
Service Branch in establishing standards for 
quality and performance of the service to be 
delivered. The standards related to quality were 
achieved but the efficiency targets were not. The 
current productivity of the cleaning service, 
measured in square feet per hour, is only 75 to 90 
percent of the minimum standards recommended 
by the consultant. It is notable, however, that 
cleaning service productivity has improved 
substantially since the time of our 1980 audit. 


5.18 We identified a number of factors that 
contribute to high delivery costs without 
increasing the quality of the services. In some 


cases, these factors detract from the quality of 
the services being delivered to Members. 


5.19 Some services are not well co-ordinated. 
We noted cases where services were not well 
co-ordinated. The most notable example is the 
messenger service and internal mail service. Both 
provide delivery services within the parliamentary 
precinct. We found considerable overlap in their 
Operations. Some overlap could be acceptable if 
messenger deliveries were considerably faster than 
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internal mail. Our tests suggest they are not. 
When we compared the turnaround time of the 
messenger service to that of letters sent at the 
same time through the internal mail system, about 
40 percent arrived sooner than the internal mail, 
about 30 percent took the same time, and in 30 
percent of the cases, internal mail was faster than 
the “urgent” messenger service. 


5.20 The additional operating cost of the 
messenger service over internal mail is 
considerable, in the order of $2 million annually. 
Significant savings could be realized by using 
messenger services only for truly urgent material. 
A recent reorganization combined the two services 
under a single management team. This should 
allow management to better co-ordinate the 
services. 


5.21 In addition, the Printing Operations Branch 
and Materiel] Management Branch each have their 
own delivery service and do not use the internal 
mail or messenger service for deliveries. We 
concluded that these delivery activities need to be 
better co-ordinated to avoid duplication. 


5.22 Some services must be used together such as 
a combination of materie] management (for 
Stationery), printing, and postal and distribution 
services. In this example, the existing services are 
not well co-ordinated. The service to Members 
could be enhanced with better co-ordination. 


5.23 High absenteeism. We noted examples of 
high absenteeism in the Parliamentary Restaurant 
Services Directorate, the Maintenance and 
Cleaning Services Branch, and Messenger Service 
Branch and Transportation Services Branch. 
Absenteeism at the levels observed in the House 
adversely affects operating costs. Further 
information on sick leave is presented in section 9. 


5.24 Absenteeism was a major problem in the 
Printing Operations Branch. However, in 1990, 
Branch management addressed the issue by 
instituting a program which significantly reduced 
absenteeism. 


5.25 Workload variations. Many operations 
have considerable variation in demand for services 
depending on whether the House is in session. 
This results in a variation in staff requirements. 


Some branches use part-time employees. This has 
been done with success in the Parliamentary 
Publications Directorate and in the Parliamentary 
Restaurant Services Directorate. Workload peaks 
and valleys were identified in other services, 
namely printing, messengers, maintenance and 
cleaning. For these services, it may be more 
economical and efficient to make more extensive 
use of part-time and term employees and increase 
the sharing of resources between branches to 
handle workload variances. 


5.26 Staff use of services. For most services, 
high standards of service are set to meet the needs 
of Members. Yet, the same level of services is 
provided to other eligible users. These users 
include: House administration staff, Members’ 
staff, staff of government departments working at 
the House, as well as Senate and Library of 


Parliament staff, and members of the Press Gallery. 


5.27 House administration staff, Members’ staff 
and others are eligible for a number of personal 
services such as barber services and parking. 
House administration branches use other services, 
including cleaning and picture framing services. 
We noted that, in many cases, staff use of these 
services is not simply filling excess capacity, it is 
adding to the overall costs of the service. For 
example, if barber services were exclusively for 
Members, it is unlikely that three full-time barbers 
would be required. Administrative offices are 
cleaned to the same high standard set for 
Members’ offices. Staff working at the House 
have access to approximately 1000 parking spaces 
in the parliamentary precinct which they use free 
of charge. By comparison, in most cases, this 
would be declared a taxable benefit for employees 
working for federal departments or agencies in 
downtown Ottawa. The rate for parking in 
downtown Ottawa can exceed $1,300 annually. 


5.28 Clearly, staff use of services is warranted in 
some cases. However, the Board has not 
approved, in all cases, the use of these services by 
staff and others, and the House administration has 
not identified the extent of such use and the extra 
costs incurred. 


5.29 Recommendation: The management 
committees should review services to ensure 


adequate co-ordination and reduce, where 
possible, the delivery cost of services. 


5.30 Recommendation: The management 
committees should consider whether costs 
and benefits warrant continuing to make 
services available to House administrative 
staff, branches and other eligible users. 


Management Challenges 


5.31 As noted above, our examination revealed 
that some services are well managed and provide a 
high quality of service. We also noted areas for 
operational improvement. We observed attributes 
that are common to the well-performing services 
that could be applied to the other services, where 
reasonable and appropriate, and we have identified 
three common areas where improvements are 
needed. First, there is a need for better direction 
from the management committees to clarify 
expectations for the service. Second, there is a 
need for performance standards linking the level 
and quality of the service to the cost of delivery. 
Third, there is a need for basic cost and 
performance information to assist managers in 
monitoring the performance of their operations 
and to enable them to fulfil their accountability 
requirements. 


Management Direction 


5.32 Clear direction is needed. We examined 
each service to determine whether clear strategic 
and operational] direction was provided by the 
management committees. We found several cases 
where the management committees did not 
provide adequate strategic direction. 


5.33 An example is the Parliamentary Restaurants 
Directorate, where various studies have pointed to 
the need for clear policy decisions regarding 
operational] direction. While substantial changes 
have been introduced, in cafeterias and food 
preparation and through eliminating catering, the 
need for an overall policy on level of service and 
operational costs has not been addressed. Of 
particular importance is the degree to which 
Operations will be subsidized. In other 
legislatures, it is a common practice to subsidize 
food prices. 
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5.34 Recommendation: The Board should 
review the mandate of each service and, 
where appropriate, set out the level and 
quality of the service required. 


Performance Standards 


5.35 Performance standards should be clearly 
defined. We expected to find clearly defined 
performance standards linking the level of service 
to be delivered to its cost. 


5.36 Some branches have established service 
performance targets and monitor to ensure that 
established standards are met, as shown in the case 
study on the Parliamentary Publications 
Directorate. In other cases, where it would be 
reasonable and appropriate for management to 
establish performance targets, there are none. 
Performance standards have not been established 
for most services; for example printing, furniture 
and other repair services, messengers, 
maintenance and cleaning, information systems, 
and transportation services. 


5.37 Recommendation: The House 
administration should establish performance 
standards linking service level with service 
cost, where reasonable and appropriate. 


Performance Information 


5.38 Information on service performance is 
important because it allows managers to 
understand the cost of services, improve 
operational efficiency and make operational 
decisions. Many services are delivered without an 
accurate knowledge of full operational costs. In 
addition, we found a wide variety in the quality 
and usefulness of operational performance 
information systems. For example, the Messenger 
Service Branch has a system that produces an 
abundance of data, but little of it is useful in 
assessing Operational performance. These 
weaknesses have made it difficult for managers to 
monitor and report service performance. 


5.39 Recommendation: The House 
administration should ensure that 
performance and cost information is 
collected and used to evaluate services and 
report on program performance. 
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5.40 In conclusion, the services provided are of 
high quality and meet most of the needs of 
Members. Some services are well managed and 
efficient. We found deficiencies in some services 
that, while not necessarily affecting the quality of 
the services, result in high operating costs.. In our 
view, the level of service to be provided along 
with its associated costs needs to be determined by 
the appropriate management committee after 
consideration of alternatives. 


Support Services to Committees 


5.41 We selected five representative committees 
to assess whether the procedural, administrative 
and research support services provided to 
committees meet user needs and whether the 
support services are managed in such a way as to 
facilitate the operations of committees. 


5.42 In addition to analyzing the survey results, 
we conducted structured interviews with several 
chairpersons and committee members regarding 
their level of satisfaction with the support services 
provided. We also interviewed committee clerks, 
research officers, managers and others on their 
roles with respect to selected committees and 
reviewed relevant House policies and key 
documentation. 


5.43 In general, the procedural, administrative 
and research support services provided to 


committees meet the needs of committees. 


5.44 Committee chairpersons and members 
interviewed expressed considerable satisfaction 
with the support services provided by their 
committee clerks and research officers. They 
indicated that the administrative, procedural and 
research support services were crucial to the 
overall success of the committees’ investigative 
and legislative work. As well, the questionnaire 
revealed that approximately 95 percent of the 
Members who responded felt that their committee 
needs were well met by the various support 
services provided. 


5.45 Standing committee budgeting procedures 
are cumbersome. Several chairpersons expressed 
dissatisfaction with the budgeting process for 
standing committees. They viewed the process as 


cumbersome and reported difficulties in trying to 
plan in advance the committee’s workload and 
financial requirements. 


5.46 Although all committees, once established, 
are granted interim funding of $50,000 by the 
Board to enable them to discharge their mandates 
until their budgets are approved, the budgeting 
process differs for standing, legislative and special 
committees. 


5.47 Legislative committees are required to 
submit budgets only if they expect expenditures to 
exceed interim funding. If the legislative 
committee’s total expenditures are less than the 
interim funding, then its actual expenditures are 
deemed to have been the budget. For most 
legislative committees established over the last 
two years, the $50,000 level of interim funding 
was sufficient. Special committees are required to 
submit directly to the Board detailed budget 
submissions within 30 days of being organized. 


5.48 Standing committee budgets are derived 
from a block of funds provided by the Board to the 
Liaison Committee composed of all the standing 
committee chairpersons. All standing committees 
are required to submit, annually, to the Liaison 
Committee, detailed budget submissions setting 
out work plans and expenditure requirements for 
the next fiscal year. The budget submissions are 
then reviewed by the sub-committee of the Liaison 
Committee which apportions funding levels for 
individual] committees. 


5.49 The need by the Liaison Committee for such 
a detailed budgeting process is questionable since 
the total expenditures for half of these committees 
is less than the established $50,000 level of 
interim funding. Furthermore, most of the 
standing committees spend less than half their 
approved budgets. There is a need to devise a 
simpler and more functional process that meets the 
needs of standing committees and reflects their 
relative independence in substantive matters. The 
1991-92 Estimates reduced the total budget for 


Standing Committees from $3.3 million to $1.8 
million, much closer to the actual expenditures of 
about $1.6 million for the last two years. This will 
no doubt require changes to the budgeting process. 


5.50 Recommendation: The Board should 
review and revise the budgeting process for 
standing committees to ensure that the 
process facilitates the operations of 
committees and imposes a minimum 
administrative burden. 
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Section 6 


Members’ Expenditures 


he House of Commons Estimates include 
funds for Members separate from those 

provided to the Clerk, Sergeant-at-Arms 
and Administrator. Spending for Members was 
$116 million for 1990-91. This represented 53 
percent of the total expenditures for the House of 
Commons. 


6.2 As provided under the Parliament of Canada 
Act, the authority to pay for many of the 
Members’ expenditures is statutory, meaning 
ongoing. Spending authority for the remainder is 
provided annually by means of voted 
appropriations, meaning limited to the amount of 
the vote. 


6.3 Some Members’ expenditures are paid from a 
general House budget, others are charged to an 
operating budget assigned to each Member. For 
the latter, the approved levels for 1990-91 were 
from $160,600 to $181,650 depending on the 
category and area of constituency, and the number 
of electors. Within their operating budget, 
Members have considerable flexibility to allocate 
resources between their Ottawa and constituency 
staff salaries, constituency travel] and operating 
expenses. The Comptroller reviews the claims 
and invoices submitted for payment to ensure that 
expenditures comply with provisions approved by 
the Board. 


6.4 The various allocations provided to Members, 
excluding their salaries and non-taxable expense 
allowances, retirement benefits, and allocations to 
party leaders, caucuses and other offices, are 
illustrated in figure 2. 


6.5 Our objective was to determine whether the 
House administration has financial controls to 
ensure that resources were used in accordance 


26 


with the provisions approved by the Board (as 
described in the Members’ Allowances and 
Services manual), and that transactions were 
accurately and completely recorded. We also 
examined whether financial practices facilitated 
compliance, economy, efficiency and 
accountability. 


6.6 Our audit covered Members’ Ottawa and 
constituency expenditures for staff salaries, travel, 
telephones, supplies, furniture and equipment, 
both from Members’ Operating Budgets and from 
the general House budget. 


6.7 Members salaries, non-taxable expense 
allowances and retirement benefits were covered 
under the annual Public Accounts audit. We have 
not reviewed expenditures from budgets provided 
to party leaders, caucuses or other offices such as 
those of the Speaker, House leaders and party 
whips. 


Guidelines Governing Members’ 
Expenditures 


6.8 The Parliament of Canada Act gives the 
Board responsibility over all financial and 
administrative matters affecting the House and 
Members. Members thus have an obligation to 
manage their expenditures in keeping with Board 
directions. 


6.9 We reviewed the administration of Members’ 
expenditures and tested a sample of individual 
transactions — invoices and claims submitted by 
Members for payment. Our audit of the 
Comptroller’s financial procedures concerning 
Members’ expenditures disclosed few problems. 
Consistent with our terms of reference, and with 
the extent of the Comptroller’s financial 


Figure 2 


MEMBERS ALLOWANCES AND SERVICES 
(excluding Indemnity, Retirement 
Benefits and Expense Allowances, Party 
Leaders, caucuses and other offices) 


(Millions of Dollars) - 1990-91 Actuals 
Members Operating Budget $ 47.6 
House Budget 29.6 
TOTAL Soetine 


Members 
Operating 
Budget 
61% 


Members 
Staff Salary $ 38.5 


Travel $ 12.0 


Telecommunications 6.3 


Supplies and 
Office Operations 6.5 Equipment 5.0 
Householders 41 
Telecommunication 2 
Constituency Travel 1.4 Other Costs Xe) 
ee On-Going (Statutory) (at Annual Expenditure Authority 


Expenditure Authority 


OFFICE OF TILE AUDITOR GENERAL OF CANADA 27 


Audit of the House of Commons Administration 


information. Special trips, on average, cost more 
than regular trips but both have the same point 
value. First-class tickets, in general, cost 50 
percent more than economy tickets but both count 
for one point when used by the Member. Discount 
fares also cost one point. We believe that this 
system does not encourage Members to arrange 
trave] economically. 


procedures, we did not go beyond the 
documentation to consider the merits of individual 
transactions. 


6.10 Specifically, we found that provisions, as 
approved by the Board, were complied with in all 
but a few minor cases from our sample, and that 


transactions were accurately and completely 
recorded. 6.16 In general, there is perhaps more incentive 
for economy in spending a dollar than a point. We 
acknowledge the House’s intention to be 
equitable to all Members in establishing a system 
based on travel points. However, in an era of 
ongoing restraint, consideration should be given to 
translating the points budget into a dollar budget 
for each Member, taking into account factors such 


as remoteness from Ottawa. 


6.11 We also analyzed certain aggregate 
information on Members’ expenditures that is 
presently not available to Members or the Board. 
These expenditures are paid from the House 
budget; there are no monetary limits imposed; and 
costs by Member are not reported. 


6.17 Telecommunications is another large 
expenditure area with few incentives for 
economy. In 1990-91, almost $7.5 million was 
spent on these services, of which $3.3 million was 
for the use of the government long-distance 


6.12 Given that many Members’ expenditures 
are paid from the House budget and the amounts 


are not reported to them, there is little incentive 
for economy. 


6.13 There is little incentive for economy in the 
64-point travel allowance. Members are entitled 
to three different travel] allowances: travel status 
expenses; constituency travel; and the 64-point 
allowance. The first two are subject to financial 
limits per Member, the 64-point allowance is not. 
Each Member is allocated 64 travel points. The 
system allows Members and their spouses to travel 
anywhere in Canada. Designated family members 
may use 24 points for trips between the Member’s 
riding and Ottawa ("regular" trips), and 15 points 
may be allocated to Member’s office staff for 
regular trips. In addition, 6 points may be used by 
designated family members for trips anywhere in 
Canada ("special" trips). 


6.14 We found that the flexibility of the 64-point 
allowance has expanded over the years. Our 
sample revealed an average annual usage of 50 
points in a range of 7 to 64 (from November 1989 
to November 1990). We found that the average 
cost per Member was $31,147 a year on travel of 
this nature, in a range of $1,435 to $73,840. 


6.15 Members receive regularly a travel point 
Status report; however, it does not provide cost 


network paid from the House budget. Depending 
on the source and reason for a call, costs may be 
charged against the House budget, Members’ 
Operating Budget or personally to the Member. 


6.18 There is a full review by the House 
administration of all Bell Canada and other 
commercial charges for the purpose of allocating 
the costs to the appropriate budget account. The 
long-distance portion of these charges averaged 
$4,212 per Member in 1990-91. 


6.19 On the other hand, the government network 
long-distance charges, representing 44 percent of 
telecommunications costs, are not reviewed. All 
these charges are paid from the House budget. On 
average, Members and their staff spent $11,000 in 
1990-91 on the government network. The range 
here is a wide one with some Members spending 
more than five times the average. Neither the 
House administration nor Members regularly 
receive information on these costs, although 
Members can request their government telephone 
network costs from the Government 
Telecommunication Agency. 


6.20 As with the 64-point travel system and other 
expenditures such as householders and other 


printing services, telecommunication costs are 
largely invisible to Members and may be 
perceived as “free”. As a minimum, Members 
should receive timely information on these costs. 
Such information would assist Members in 
evaluating their expenditure patterns and could 
result in choosing more economic alternatives. 


6.21 Incentives for economy would be further 
enhanced by having Members pay for these costs 
from their individual Operating Budget. Each 
Member’s overall spending would be limited to 
that amount. The House budget would then be 
restricted to those costs not reasonably attributable 
to individual Members. 


6.22 Extending the Member’s Operating Budget 
in this way would require careful consideration to 
ensure that Members continue to be treated 
equitably. As well, steps discussed elsewhere in 
this section such as better expenditure information 
to Members and greater public disclosure, should 
be put in place before the Members’ Operating 
Budget is extended in this way. 


6.23 Recommendation: In order to foster 
incentives for economy, the Board should 
consider having costs that can be reasonably 
attributed to Members paid from the 
Member’s Operating Budget; which would 
be appropriately adjusted. 


6.24 Some guidelines lead to apparently 
unintended consequences. In the course of 
reviewing Members’ expenditures guidelines, we 
noted several areas where specific guidelines and 
accounting practices have apparently resulted in 
unintended consequences. Two examples are 
noted below. 


6.25 First, for furniture and supplies purchased 
for Members’ offices, there is a lack of formal 
entitlement policies and guidelines. That has 
resulted in considerable discretion being exercised 
by House administrative staff. House staff decide 
whether the purchase of a non-stocked item can be 
charged to the House budget or must be paid from 
the Member’s Operating Budget. If charged to the 
House budget, Members do not receive 
information on the cost of the purchase. 
Expenditures for Members’ furniture and supplies 


charged to the House budget are considerable, 
$5.0 million, and vary significantly by Member. 


6.26 Second, Members have the authority to set 
Salaries for their staff but do not have the authority 
to award performance bonuses. Staff salaries are 
subject to numerous rules. One is that no bonuses 
can be paid. However, we found cases where a 
Member awarded a large (25-50 percent) increase 
in salary for a period of several months, 
subsequently reducing it to the previous level. 
Members must disguise what clearly are bonuses 
in order to comply with the Members’ Allowances 
and Services guidelines. 


6.27 Recommendation: The Board should 
examine the need for entitlement policies for 
furniture and supplies and review its rules 
concerning Members’ staff bonuses. 


Information on Members’ 
Expenditures 


6.28 We found that Members are not receiving 


the financial information needed for full 


management of their individual spending. 


6.29 The Comptroller’s office provides 
accounting services for Members and maintains 
records on Members’ budgets, allowances and 
expenditures throughout the year. Monthly 
financial reports are produced giving Members an 
up-to-date statement of their accounts. These 
reports contain information on Members’ 
Operating Budget expenditures and certain other 
allowances paid out of the House’s budget. 


6.30 As noted earlier, there are additional 
Members’ expenditures that are paid from the 
House budget, not subject to monetary limit and 
not regularly reported to Members. These include 
travel, telecommunications, office furniture and 
equipment, householders, stationery and supplies. 
These totalled $30 million in 1990-91. 


6.31 Members should be fully informed of the 
costs they incur. All costs for goods and services 
that can reasonably be attributed to individual 
Members should be reported to them on a regular 
basis. This information, with appropriate 
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comparisons to other fiscal periods and to the 
expenditure patterns of all Members would 
provide a better opportunity for the prudent 
management of available financial resources. 


6.32 Our survey of Members suggests support 
for this kind of information. Over 75 percent of 
the respondents indicated that they would like to 
know more about the cost of Members’ services 
presently paid from the House budget. 


6.33 With the exception of charges incurred on 
the government telephone network, these costs, 
by Member, are all available from the 
Comptroller’s office. 


6.34 Recommendation: Members should 
receive monthly financial reports that 
include the cost of all entitlements and 
services paid on their account either from 
the House budget or from the Member’s 
Operating Budget. These reports should 
include sufficient information to permit 
comparison with other periods and the 
expenditure patterns of all Members. 


6.35 The Board does not receive regular 
aggregated information on Members’ 
expenditures needed to fulfil its responsibility 
for the management of House expenditures. 
With the recent amendments to the Parliament of 
Canada Act, the Board has a clear responsibility 
for both financial and administration matters 
related to spending by Members and the House 
administration. 


6.36 From time to time, the Board receives 
information on Members’ expenditures. For 
example, a trave] and telecommunication 
expenditure report for 1990-91 has recently been 
prepared for the Board. 


6.37 The Board should be informed regularly of 
the costs of Members’ allowances and services. 
For example, the average cost and the range for 
different allowances could be provided. 

Quarterly reports of costs compared to other 
fiscal periods and the budgets as well as instances 
of non-compliance with established policy would 
also be useful information for monitoring 
Members’ expenditures. Such information and 
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analysis is necessary for the Board to carry out its 
general management responsibilities. For this 
reason, specific Members may not need to be 
identified in the reports. Of course, if this 
information were made public, it would be 
available to the Board. 


6.38 Recommendation: The Board should 
define what information it requires on 
Members’ expenditures and should establish 
an appropriate reporting mechanism. 


6.39 Public disclosure of Members’ 
expenditures needs to be expanded. We have 
earlier recommended that more information on 
Members’ expenditures be made available to the 
Members themselves, and to the Board. If these 
recommendations are accepted, it will be an easy, 
and yet important, final step to make public the 
details of Members’ expenditures. We believe 
that the publication of this information, coupled 
with the publication of financial information on 
House administration (section 4) would enhance 
public accountability. 


6.40 Each year in the Public Accounts, the 
House reports a statement of indemnities, 
expense allowances and travel expenses by 
Member. This represents only 37 percent of 


Members’ expenditures. For example, Members’ 


Operating Budget expenses are not disclosed 


(except for constituency travel that is included 
with other travel entitlements under the travel 


expenses). Nor is there disclosure of 
non-financial information to assist in interpreting 
Members’ expenditures, for example, the number 
of trips taken. : 


- 6.41 The House should provide timely reports 


which are readily accessible by the public. The 
information should present expenses attributable 
to Members with a reasonable level of detail in a 
form that will permit an easy understanding of 
Members’ use of the public funds provided by the 
House. Additionally, Members themselves should 
have the opportunity to review information on 
their expenses before it is disclosed to the public. 


6.42 Increased public disclosure for Members 
would put the House of Commons in step with 


public disclosure practices of other legislatures. 
We found that most provincial] legislatures 
disclosed information on the expenditures of their 
Members to a greater extent than the House of 
Commons. 


6.43 If the public disclosure we are 
recommending were put into effect at the 
beginning of the next Parliament, it would provide 
Members with an opportunity to adapt to such 
disclosure and would provide the House 
administration with the time to develop the 
necessary means of providing it. 


6.44 Recommendation: Information on all 
the expenditures of Members should be 
publicly available, at a reasonable level of 
detail, effective the next Parliament. 
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Section 7 


House of Commons Security 


ecurity was given special] audit emphasis 
at the request of the Speaker of the House 

of Commons. To accommodate this 
request, we examined the role of the House of 
Commons Security Service (the Service) as an 
integral part of the overall security on Parliament 
Hill. Security operations on the Hill are the shared 
responsibility of the House of Commons Security 
Service, the Senate Protective Services, the Royal 
Canadian Mounted Police and the City of Ottawa 
Police. Persons detained for having committed a 
Criminal Code offence on the Hill are taken into 
custody by the City of Ottawa Police. 
Politically-motivated offenders are dealt with by 
the RCMP. The traditional jurisdictional 
boundary, or precinct,.of the Speaker is inside the 
House, but we extended our audit scope to the 
area Surrounding the Parliament buildings. 


7.2 We reviewed the security problems 
experienced by comparable organizations and the 
alternative security approaches adopted. The 
United Nations Headquarters Security and Safety 
Service and the United States Capitol Hill Police 
Force were both used for comparison in this audit. 
In the planning phase of the audit we also studied 
the security methods used at the Quebec 
Assemblée Nationale and at Great Britain’s 
Westminster. As well, we made use of the 
information collected during our audit of the 
Senate administration. We identified operational 
alternatives that might improve the effectiveness 
of security. 


7.3 Security Service expenditures for 1990-91 
were $10.2 million with 240 person-years. In the 
House of Commons precinct, the Service acts in 
order to deter and contain threats as they occur. 
Employees of the Service are not “police officers”. 
Security outside of the buildings occupied by the 
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House of Commons is provided by the RCMP and 
Ottawa Police, not the Service. Within its 
jurisdiction, the Service responds in order to bring 
situations under contro] and, if necessary, calls on 
the Ottawa Police or the RCMP for assistance. 


7.4 As part of the questionnaire distributed to 
Members of the House of Commons, we asked for 
their views on security. Over 85 percent of 
respondents were satisfied with the current 
security provided by the Service to protect 
Members and staff. Ninety percent replied that 
they would agree to a joint security service with 
the Senate if it could be demonstrated to be more 
economic, efficient or effective. 


Security Services Operations 


7.5 Overall, we found that the Service had 


provided a reasonable level of security, given its 


mandate. We note that it has responded 
adequately to incidents within the House 
precinct. However, changes in the overall 


security environment, and the growing number 
and seriousness of incidents, increases the need 
to strengthen security around the building 
perimeter and re-examine the operations and 
responsibilities of the Service. 


7.6 Security inside the parliamentary buildings is 
provided by the security services of the two 
Houses. It has not been standardized and 
co-ordinated to ensure that daily, routine 
Operations also function properly in emergency 
Situations. This puts in question the merit of 
having two separate security forces. 


7.7 The House of Commons and Senate share the 
Centre Block and the East Block. Entry to the 
House of Commons can be gained by way of the 
Senate portion of these buildings. Therefore, the 
security of each House is partially dependent upon 
the effectiveness of the access control practised at 
the entrance points of the other. Without similar 
levels of access control and parity in other 
operations such as the use of the Restricted Access 
List and training, each House cannot be sure that 
the level of security it demands is not being 
compromised. A single security force could 
standardize practices to provide uniform security 
coverage. 


7.8 Security operations within the shared 
buildings of the House of Commons and Senate 
have not been co-ordinated so that authorities and 
responsibilities are clearly understood by both 
security services. The Service’s routine, daily 
operations focus on providing for the protection of 
the House of Commons. In an emergency 
Situation, it may be called upon to enter the Senate 
precinct or to act jointly with the Senate Protective 
Service. If required to form part of a 
building-wide force, the Service’s operating 
procedures would change to accommodate the 
different jurisdiction, authorities and 
responsibilities. In comparison, other 
organizations we visited found that security forces 
worked best when they responded to emergency 
situations under the same authorities and 
responsibilities that were practised and understood 
in non-emergency situations. 


7.9 Weaknesses in communication and control for 
a building-wide emergency are being addressed by 
the Service. A new Operations and Crisis 
Management Centre is being developed to replace 
the current operations centre. Although the single 
command centre is near completion, there are no 
formal procedures or agreements on whether the 
centre will control and co-ordinate both House and 
Senate security. 


7.10 The Operations and Crisis Management 
Centre will respond to problems made evident 
during the April 1989 bus hijacking incident on 
Parliament Hill. During this incident, the lack of 


communication and fully co-ordinated action 
between the House and Senate resulted in 


different responses to the same situation. 
Despite efforts to co-ordinate and control 
security, specifically to evacuate the buildings, 
each security force acted independently and 
under its own chain of command. 


7.11 The issue of joint security will be the subject 
of further analysis and will be included in the 
report to the Senate and House of Commons on 
matters of joint interest. 


7.12 Recommendation: The House 
administration should assess the implications 
of meeting security needs through a joint 
service with the Senate. Subject to further 
analysis as part of our joint report, we 
believe there should be a single security force 
within the buildings of the parliamentary 
precinct. 


Access Control 


7.13 Good security practice uses a concentric ring 
structure to contain threats as far from potential 
targets as possible. Each ring acts as a perimeter. 
Perimeter controls at the U.N. and U.S. Capitol 
Hill were established at the boundary of the 
grounds and buildings to detect threats as early as 
possible. A ring structure is also used on 
Parliament Hill. However, the Service’s 
jurisdiction does not include the grounds around 
the Parliament buildings. The first ring for House 
security begins only at the entrance points to the 
buildings and the second ring, to screen persons 
before entering the Chamber Galleries, is close to 
a possible target point. This can pose a threat if 
the Service is unable to quickly detect and detain 
someone intending to do harm. 


OFFICE OF THE AUDITOR GENERAL OF CANADA 33 


Audit of the House of Commons Administration 


7.14 Access control is weak in several 
respects. The first ring can be compromised in 
several ways which are outlined below. If the 
shortcomings to the first ring are corrected, the 


second ring will then serve to provide additional 
assurance that the most sensitive areas of the 
House are adequately protected. 


7.15 Grounds Security: On the grounds of 
Parliament Hill, security for politically-motivated 
crime, traffic and crowd control is the 
responsibility of the RCMP, supported, on 
occasion, by the City of Ottawa Police. The 
primary responsibility of the RCMP is security; 
however, its continual presence on the grounds of 
Parliament Hill serves as a deterrent — and, in the 
majority of cases, it is the initial response — to 
criminal] activity. 


7.16 Surveillance of the outer perimeter of the 
Hill grounds is provided by RCMP patrol cars and 
cameras. The RCMP has electronic surveillance 
equipment; however, system operating limitations 
result in reduced effectiveness. Security for the 
House of Commons does not include foot patrols 
on the grounds except as conducted by the RCMP 
Hill Detachment as part of their squad car patrols. 
Early threat detection and monitoring could be 
improved by increasing foot patrols in proximity 
to the buildings. 


7.17 Pass Control: The Service must constantly 
be alert to persons attempting to gain entry to the 
House for purposes of creating a disturbance. 
Over 7,500 passes are in circulation. Persons 
displaying a valid Identification/Pass card are 
allowed entry; however, pass control procedures 
are weak. The Service is not informed by 
Personnel when employees leave. Our sample of 
former indeterminate employees shows that 10 


percent have passes that will not expire until 1995. 


Also, approximately 2,500 passes for employees 
of government departments have been issued. 
There is no procedure to ensure that passes are 
returned when no longer required or expired. Pass 
control also affects Gallery security because 
persons displaying a House of Commons pass can 
bypass screening and enter the Galleries. 


7.18 Visitors: Over 500,000 persons visit 
Parliament Hill annually. We recognize the 
fundamental importance of access to the Houses 
of Parliament but note that visitors entering the 
buildings are not scanned or required to check 
parcels, unless entering the Galleries. From a 
security perspective, control over the movements 
or activities of these persons is not always 
adequate in light of the numbers of visitors at any 
one time. Tour groups are large and persons could 
slip away from their groups undetected. Although 
those visiting specific offices are checked against 
a Restricted Access List and issued a temporary 
day pass, visitors to committee meetings are not 
always issued with passes and can proceed 
without identifying themselves. 


7.19 Deliveries: Courier deliveries are not 
scanned on a 24-hour basis. There is no security 
policy on freight deliveries. Thus, freight 
deliveries are not inspected prior to being accepted. 


7.20 Prior to a simulation check by the RCMP in 
November 1990, messengers operating the 
fluoroscope scanning machines had not received 
follow-up training. During this check, firearms 
and explosives in test mail were not detected and 
were allowed to pass. The Service is currently 
addressing this by retraining and retesting 
fluoroscope operators. 


7.21 Parking: Traffic control procedures must 
ensure that only authorized vehicles are left 
unattended on the Hill. Control of parking forms a 
component of vehicular traffic control. However, 
parking is permitted close to the buildings. 

Parking enforcement is only in place until 5 p.m., 
after which any vehicle can have access to the Hill. 


7.22 Security Awareness: A Security 
Awareness Program to educate House personnel 
on crime prevention and security measures began 
in 1988. Some staff such as pages and guides, 
have been trained to recognize and report security 
problems; however, others, like messengers, bus 
drivers or cleaners have not. Messengers and bus 
drivers could stay alert for security problems 
outside the buildings. 


7.23 Recommendation: Control of persons 
and goods entering the Parliament buildings 
should be reviewed. The Board should 


consider whether persons entering the 
buildings be required to either present a 
valid pass, be recognized or be scanned. 
Weaknesses in pass control should be 
addressed. The Service should also review 
freight and courier delivery practices, and 
parking control. 


7.24 Recommendation: Foot patrols of the 
areas around the buildings should be 
increased to improve surveillance. 


7.25 Recommendation: Security awareness 
for House employees should be enhanced. 


Security Services Administration 


7.26 The Service lacks information to review 
operations and ensure that it is making the best use 
of available resources. 


7.27 Threat and Risk Information: Information 
is provided to the Service by police forces. It can 
include updates on demonstrations, security 
requirements for special visits, or potential 
problems such as bomb threats. Information on 
security issues is not provided to the Service on a 
regular basis. For example, information on 
whether general security risks are increasing 
across the country is not provided. Therefore, the 
Service does not have a complete picture of the 
environment in which it operates. Hill security is 
reviewed every three years through the RCMP 
Vital Points Program; however, if general 
information were provided, the Service would 
have a better knowledge of changing security 
demands. 


7.28 The number of staff on duty at any one time 
does not appear to reflect a threat analysis, 
although the number does vary with levels of alert 
and the level of activity in the House. 


7.29 Fitness and Sick Leave: When recruited, 
candidates must undergo a pre-employment 
medical examination. Beyond those required for 
promotion, there are no ongoing fitness 
requirements in security. Guards are not called 
upon to demonstrate that their physical condition 
does not limit their ability to provide security to 
the House. The use of sick leave in the Service is 
high. 


7.30 The House could benefit from a fitness 
program for security staff such as the one used by 
the U.S. Capitol Police. The U.S.C.P. initiated a 
fitness program two years ago whereby employees 
were encouraged to use the gym to remain fit. A 
follow-up study concluded that injury on duty and 
sick leave taken by employees using the gym is 
one quarter to one half that of employees not using 
the gym. 


7.31 Use of Overtime: Records of overtime are 
maintained but have not been analyzed by 
management. We examined the amount of 
overtime used by security employees and found it 
to be high, given the level of resources. The 
Current person-year commitment in security, 
adjusted for leave and training time, is sufficient 
to cover the security posts in the House of 
Commons. While we recognize that overtime due 
to unforseen work requirements is an operational 
necessity, we were unable to reconcile the full 
amount of overtime claimed for staff shortages 
and operational] requirements with the amount that 
it would be reasonable to expect. 


7.32 Recognizing these problems, the Service is 
developing a Management Information System to 
improve the management of resource utilization 
and overtime. 


7.33 Recommendation: The Security Service 
should establish regular reporting of 
operational and administrative information. 
This information should be used to assess 
resource requirements, as well as to highlight 
areas where security effectiveness could be 
improved. 


Other Security Matters 


7.34 Protection of assets and information depends 
on a variety of factors including: information 
classification and safeguarding procedures, 
personne] screening to help determine the 
dependability of staff, and appropriate conflict of 
interest policies and practices. Observations on 
these factors are described below; security related 
audit observations on asset control are found in 
section 8. 
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keeping information confidential, but there are no 
7.35 There are weaknesses in information specific clauses relating to conflict of interest. 
security, personnel screening and conflict of 


interest practices. 7.41 Recommendation: The House 


administration should review, and revise 
where necessary, its policies and practices 
concerning information security, personnel 
screening and conflict of interest. 


7.36 The House administration has not 
established a focal point of responsibility for 
information security (that is, protection of the 
information contained in documents and computer 
data) that would assess the information security 
needs of the House, and provide guidance on 
safekeeping information. There is no policy or 
procedures for the classification of House 
administrative information or documents based on 
their sensitivity or value. 


7.37 Personnel screening, which can involve 
fingerprint, criminal records, credit or reference 
checks, is an important component of 
safeguarding information and assets. There is 
currently no approved policy for pre-employment 
screening. Employee screening has not been 
based on any pre-defined security requirements for 
safeguarding sensitive information or valuable 
assets. The practice is to conduct some reference 
checks for newly hired employees. Security 
personnel are the only employees in the House 
that receive a fingerprint or criminal] records 
check. Although credit checking is done in some 
cases, there has been no policy or House-wide 
analysis as to who should receive credit checks. 


7.38 The House has produced a draft personnel 
screening policy that will be used only for new 
employees. Current employees will be deemed to 
have “enhanced reliability” status. In our view, a 
decision on screening should be based on the risks 
associated with the employee’s duties, not just on 
whether the individual is a new employee. 


7.39 Conflict of interest procedures provide the 
House assurance that staff and contractors act in 
its interests, as well as help protect information. 
The House has a conflict of interest policy. The 
policy has been inadequately implemented; for 
example, staff may not be aware of their 
obligation to disclose conflicts of interest. 


7.40 Conflict of interest provisions for consultants 
and contractors are also inadequate. Standard 
contracts within the House have clauses relating to 


Section 8 


Basic Administrative Functions 


ertain basic activities such as financial 

and personnel management, are found in 
any Organization. These basic 

administrative functions operate largely behind the 


scenes, but are nonetheless crucial to the 
performance of the organization. 


8.2 In this audit, we selected for examination a 
number of the more important basic administrative 
functions of the House of Commons, namely: 
asset control, financial control over House 
administration expenditures, purchasing, 
accommodation management, occupational health 
and safety, and personne] management. 


8.3 Our observations indicate substantial 
differences in the quality of the basic 
functions of the House of Commons. Some, 
such as the financial verification procedures we 
examined, are sound. Others, like asset control, 
exhibit significant and long-standing deficiencies. 
Still others, for example the personnel 
management function, are undergoing 
substantial change. 


Control of Assets 


8.4 Our examination focussed on the control of 
fixed assets other than the buildings — assets such 
as furniture, office equipment, and heritage items. 
The acquisition cost of such assets in Members’ 
and administration offices in Ottawa is over $40 
million, with a further $5 million of assets in 
Members’ constituency offices. In addition, there 
are about 12,000 heritage items consisting of 
works of art and historical furniture. Some are 
national treasures. 


8.5 With such a significant inventory of assets, 
we expected to see responsibilities, systems and 
procedures that are consistent with good asset 
management practices. These include: 


* an accurate and complete system for 
recording the inventory of fixed assets, 
including acquisitions, disposals and transfers; 


* — regular physical counts and reconciliations 
with inventory records, investigation of 
resulting discrepancies and a process for 
inventory write offs; and 


* procedures for asset protection and 
conservation, to prevent deterioration and loss 
of value. 


8.6 We found a large number of significant 
problems in asset control; problems similar to 


those identified in our 1980 and 1983 audits. 


8.7 Systems and procedures for recording 
assets are incomplete and fragmented. The 
House does not have approved policies or 
procedures for control and management of fixed 
assets. It has four separate inventory data base 
systems. These systems are not well co-ordinated. 


8.8 Procedures for updating the systems, as assets 
are moved or new assets are purchased, are weak. 
In each of the four systems, we noted that 
important information, such as acquisition cost, 
purchase date, or seria] numbers, is missing or 
erroneously recorded. We tested a sample of 
furniture and equipment in administration offices 
and found a 40 percent error rate. 
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8.9 Asset verification procedures are flawed. 
The House administration conducted a physical 
count of assets in 1988 and again in 1990. 
However, there were no formalized procedures for 
inventory taking, reconciliation and write-off. Our 
review found that the inventory counts were 
poorly executed and co-ordinated. There was no 
reconciliation, until recently, of the 1988 count, 
nor have unaccounted items been written off. 
Because systems for recording and tracking assets 
are inaccurate, considerable time and effort are 
needed to reconcile the results of physical counts. 


8.10 Similar problems were identified in our 
previous audits and in internal studies. We 
noted many of the same concerns in 1980 and 
1983. A materiel management study conducted 
by outside consultants in 1990 came to similar 
conclusions. Some progress has been made in 
addressing asset control problems in the last 
several years. But, a lack of significant progress 
has been due, at least in part, to the organizational 
structure for asset management. Between 1983 
and 1991, the function was split between two 
branches, one under the Sergeant-at-Arms and the 
other under the Administrator. The roles and 
responsibilities of each branch were unclear. 
Difficulties in co-ordination, and a lack of 
co-operation, were evident, resulting in a Jack of 
overall asset control. The organization was 
restructured in April 1991 in an effort to alleviate 
these problems. The entire function is now the 
responsibility of the Administrator. 


8.11 We noted another area where improvements 
could be made. The House Security Service 
should be kept aware of historic assets and other 
valuable assets to help prevent loss or damage. 


8.12 In 1990, the House administration initiated a 
project to design and implement an automatic 
identification system to improve asset control. 
The project is targeted for completion in 1992. 


8.13 Recommendation: The House 
administration should implement policies, 
systems and procedures for proper asset 
control. These should cover the recording 
and tracking of assets, including inventory 
taking, reconciling physical and recorded 
inventory, investigating discrepancies (in 
conjunction with the House Security Service, 
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where appropriate), write off procedures 

and periodic exception reporting to senior 
management. As well, these should clarify 
roles and responsibilities for asset control. 


8.14 Progress has been made in managing 
heritage assets. The House of Commons hired its 
first curator in February 1989. The curator’s 
major task was to take the first inventory of 
heritage assets. A system to record the inventory 
of heritage assets is under development. It is 
planned that basic data on the collection will be 
complete by 1992, with cataloguing complete by 
1993. The condition of each heritage asset is also 
being reviewed and recorded and steps are being 
taken to protect assets most at risk from 
deterioration and devaluation. 


Financial Control Over House 
Administrative Expenditures 


8.15 Financial control involves ensuring that 
resources are used for the purposes intended, 
within the levels approved by the Board and 
Parliament, and that transactions are properly 
recorded. Good financial contro] guards against 
unauthorized expenditures, mispayments, and 
errors in accounting records. 


8.16 We examined financial control over 
expenditures of the House administration for two 
main reasons. First, there has not been an 
extensive internal or external review of the area 
since our audits in 1980 and 1983. Second, 
administrative expenditures in 1990-91 
represented $103 million, a significant proportion 
of the total House of Commons expenditures. 
Much of the remainder consisted of Member 
expenditures, as reported in section 6. 


8.17 Financial verification procedures are 
satisfactory. To examine financial controls over 
administrative expenditures, we documented how 
these were processed and recorded, and tested a 
sample of transactions. The objective was to 
determine whether procedures provide a 
reasonable degree of assurance that resources have 
been used for the purposes intended, within levels 
approved by the Board and Parliament, in 
compliance with House of Commons policies and 
that transactions were accurately and completely 
recorded. Based on our audit work, the financial 


controls provided such reasonable assurance 8.23 Recommendation: The Board should 


during the period we examined, fiscal year formalize its purchasing practices and 

1990-91. communicate these to the parties concerned. 
They should contain a reporting mechanism 

8.18 Financial policies remain incomplete. All that will monitor departures from approved 

recommendations related to financial control in practices. 

Our previous audits were implemented with one 

exception, the documentation of financial and Accommodation Management 


administrative policies and procedures. We had 
noted that improvements were needed in the area 
of development, communication and 
implementation of financial policies. In this audit, 
we found that the financial policies manual 
remains incomplete. There are no policies and 
procedures in important areas such as planning, 
budgeting, cash forecasting, methods of account 
verification and requisition of payments. 


8.24 We examined the management and planning 
for accommodation within buildings in the 
parliamentary precinct allocated to the House of 
Commons. The parliamentary precinct is defined 
in geographic terms as Parliament Hill and 
adjacent areas occupied by the House of 
Commons, the Senate and the Library of 
Parliament. The buildings are Crown owned and 
administered by the Minister of Public Works. 
Thus, the responsibility to carry out and fund 


8.19 Recommendation: Financial policies major capital development, repairs and 


should be documented and approved in areas maintenance to the building structure rests with 

not covered by existing policies. Public Works. The House, as a tenant, is 
responsible for Members’ and staff 

Purchasing accommodation and planning and advising Public 


8.20 We examined the purchasing processes of Works olay aes ieesbetea 


the House because sound purchasing practices can 


result in significant economies and good financial 8.25 We focussed on the planning and 
control. management of current and future accommodation 


needs of the House. 


8.21 In most cases, satisfactory practices are 

followed. We found only a few cases where 8.26 Our report on matters of joint interest 
managers by-passed normal practices. The most between the Senate and the House of Commons 
significant of these were situations where the will address common accommodation issues. 


manager chose one supplier without obtaining 


quotes from alternative suppliers. Because of this, 8.27 The actual allocation of office space to 

the manager was not in a position to decide which individual Members is controlled by agreement 
supplier offered the best combination of price and between the Administrator and representatives of 
quality. Other cases involved minor lapses in the official parties of the House. This process was 
financial control. beyond the scope of the audit. 


8.22 There are two areas where improvements are 


needed. First, when normal practices are 8.28 We found that there are no policies or 
by-passed, these are not reported to the procedures for systematically allocating existing 
management committees. In situations where it is House administration space. We also found that 
appropriate to depart from established practices, the House administration is preparing a 
instituting a reporting mechanism that would comprehensive plan of future requirements for 
report exceptions would provide the management Members’ office space. 


committees with an opportunity to question 
whether circumventing normal procedures was 


justified. Second, existing purchasing practices 8.29 Accommodation planning is undertaken on a 
have not been formalized or formally project-by-project basis. Limited space and . 
communicated to House managers. ongoing upgrading of buildings have resulted in 
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frequent moves of branches. There is no policy or 
mechanism to examine overall space allocation. 
As a result, the short-term allocation of space 
requires considerable time and effort on the part of 
House management and has caused some 
disruption in the delivery of services and some 
inappropriate space use. In addition, there have 
been some delays in acquiring additional 
warehouse space. 


8.30 Recommendation: The House 
administration should develop policies and 
procedures to allocate House administration 
space. 


8.31 Additional accommodation requirements 
remain. Studies conducted for the House have 
recommended that additional accommodation be 
acquired to meet its needs. The 1976 Abbott study 
serves as the current plan for the parliamentary 
precinct. This study concluded that Parliament 
required a thorough upgrading of facilities if it 
was to avoid an accommodation crisis. This 
conclusion was also confirmed by the 1985 
McGrath Report. 


8.32 Although new space has been added and 
some existing space renovated since 1976, (for 
example, the Wellington Building was acquired 
and the Reading Room was converted to a 
committee room) pressure still remains for 
additional accommodation. This is a result of the 
increased number of Members, an increased 
allocation of office space per Member, reforms to 
the committee system, and an expansion in 
services to Members. As well, there is a need to 
consolidate some House operations that have 
spread to several locations in downtown Ottawa. 


8.33. A 10-year program of capital projects for 
Parliament proposed by Public Works Canada, 
with a budget of $226 million (current dollars), 
has recently been approved by the Board of 
Internal Economy. The strategy requires approval 
by the Senate and the Treasury Board. Funds will 
then be allocated for upgrading the existing 
buildings occupied by the House. The upgrading 
addresses health and safety issues and will bring 
the buildings up to current codes. No new 
construction is being proposed in the first five 
years of the development strategy. 


8.34 An updated accommodation plan is being 
developed. There is no current detailed 
accommodation plan to address the quantity and 
type of accommodation and facilities required by 
the House for legislative purposes, Members’ 
accommodation and House administration staff. 


8.35 A project has recently been initiated to 
relocate Members and administrative staff to 
temporary accommodation to allow for the 
removal of asbestos from one of the precinct 
buildings. In conjunction with this project, a 
comprehensive review of future accommodation 
requirements for Members’ office space is being 
undertaken. 


8.36 Recommendation: The House 
administration should expand its current 
accommodation review to include the needs 
of legislative and related functions and House 
administration. 


Occupational Health and Safety 


8.37 Our focus in this area was to review how the 
House identified and reacted to occupational 
health and safety hazards. We concentrated on the 
roles and responsibilities for occupational] health 
and safety, and two specific hazards — fire safety, 
and asbestos. Fire safety was chosen because 
there was reason to suspect that deficiencies noted 
in our audit of the Senate might also affect the 
House. Asbestos was chosen because it is known 
to be present in several] of the buildings occupied 
by the House. We did not independently assess 
the nature and extent of these hazards, nor try to 
identify additional unknown hazards in the area of 
occupational health and safety. 


8.38 Action has been taken on occupational 
and health safety matters. Until recently, roles 
and responsibilities for occupational health and 
safety were unclear and split between several 
parties. As a result, there was no systematic 
process to ensure that the House was aware of 
significant health and safety hazards and that 
needed corrective actions were identified. 


8.39 During the course of the audit there was 
considerable publicity surrounding the 1990 leak 
of an 1988 asbestos survey of the West Block. In 
response, the House has recently undertaken 


actions dealing with asbestos concerns, and also 


with broader occupational and health safety issues. 


These actions include: 


* improved co-ordination with both internal and 


external sources of occupational] health and 
safety information; 


* clarification of responsibility for acting on 
occupational and health safety issues; and 


* formation of a House union/management 
health and safety committee. 
As well, the Department of Public Works has 


plans to correct significant fire safety deficiencies; 


in particular, inadequate water main pressure in 
the event of a major fire. 


8.40 To deal with the asbestos issue, the House 
has retained a consulting firm to determine the 
extent of the problem and identify the necessary 
corrective actions. To date, there have been 
numerous progress reports to the House 
administration, employees and their union 
representatives. Air monitoring tests have been 
conducted by both the consultant and 
independently by the Department of Health and 
Welfare. 


The Personnel Management 
Function 


8.41 Our 1980 audit disclosed serious deficiencies 


in the legislative and regulatory framework for 
personnel management, weak or non-existent 
controls over personne] activities and a lack of 
clarity in the roles and responsibilities of the 
Personne] Division (now called the Human 
Resources Directorate). We observed in 1983 
that, since 1980, the House had implemented a 
wide range of significant improvements in 
personne] management, policies and services. At 
present, the function is again undergoing 
substantial change. For this reason, we did not 
examine the function in detail, except to review 
plans and actions currently underway. 


8.42 After the 1983 follow-up, new problems 
and new challenges arose. These included: 
policies that were not widely accepted by 
managers; personnel services that were not 
co-ordinated or timely, central human resource 
information systems that were unable to provide 


information needed by managers; and pay equity 
became an issue. Perhaps most notable was the 
effect of the rapid onset of collective bargaining 
on the Hill, after the passing of the Parliamentary 
Employment and Staff Relations Act in 1986. 
With unionization came demands for different 
employer/employee relationships. House 
managers became increasingly discontented with 
the services provided by Personnel. 


8.43 Significant changes are underway. The 
House administration recognized the need for a 
re-examination of the personnel function, and an 
extensive study was conducted by outside 
consultants. At the time of our audit, the Human 
Resources Directorate was launching a number of 
new initiatives, re-organizing functions and work 
flow, and changing senior staff. This represents a 
major transition, aimed at becoming more client 
oriented. 


8.44 The House is actively initiating changes and 
planning activities which, if carried through, 
should improve personne] management. Some 
changes have been completed; most of which are 
necessary first steps before more extensive 
initiatives can be launched. Plans include 
initiatives which address deficiencies noted in 
other sections of this report: 


* revising all human resources policies during 
1991-92; 


* creating new training programs in 1992-93, 
based on a needs assessment done in 1991-92; 


* creating a new personnel information system 
by 1992-93; and 


¢ integrating the House employee appraisal 
systems by 1993-94. 


8.45 It is too early to assess the impact of the 
changes introduced so far. Given the extent of 
changes planned for the future, there is a risk of 
attempting more than the Directorate and the 
House can support. There is a need for the 
management committees to monitor progress to 
ensure that plans produce desired results. 
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Section 9 
Managing Employee Performance 


9.5 We found that senior management direction to 
line managers concerning resource allocation and 
goal setting for performance management 
purposes is inconsistent. This is due in part to the 
previously discussed absence of House-wide 
planning and goal setting (section 4). As we note 
in section 5, there is an absence of operational 
goals and performance targets in many services 
we examined; important components of a proper 
performance planning and evaluation process. 


eveloping, maintaining and improving 
DD employee performance involves: goal 

setting between management and staff; 
managing and evaluating performance; identifying 
corrective measures to improve performance; and 
appropriately recognizing and responding to 
employee performance. 


9.2 There are a number of indicators that 
employee performance is not being managed as 
well as possible across the House of Commons. 9.6 Few annual performance appraisals are 
done. We found that only 25 percent of 
employees had an appraisal completed and on file 


for the two-year period of 1989 and 1990. 


However, we found pockets of good human 
resource management which illustrate that 
improvements can be made. 


9.3 The indicators of inadequate management of 
employee performance include: inadequate goal 
setting and evaluation; high sick leave and 
accident rates; poor analysis and management of 
overtime expenditures; and, weaknesses in dealing 
with performance problems. Each indicator in 
itself is not conclusive, but taken together they 
provide a consistent picture of the need for better 
management of employee performance. | 


Employee Goal Setting and 
Appraisal 


9.4 The House has a policy for performance 
planning and evaluation which provides clear 
guidance. It has received only minimal adherence 
across the House and its implementation has not 
been adequately controlled. Part of this was due 
to a lack of acceptance of the policy by line 
management, who did not see performance 
appraisals as important, and who did not 
consistently use the results of appraisals for 
performance management purposes. 
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Moreover, we found cases of employees with 
long-standing performance problems who had not 
received a formal appraisal in many years. 


9.7 It should be stressed that accomplishing 100 
percent completion of appraisal forms is not the 
important issue. What is important is their 
appropriate use as part of the entire performance 
management process: ensuring individual goals 
are set and communicated with employees; 
performance against these objectives is discussed; 
and corrective measures including training and 
development are determined and acted upon. 


9.8 Performance appraisals are being done in 
some areas. For example, performance appraisals 
are a key component of the career management 
structure for procedural clerks. Some 
improvements are being made in other branches. 
For example, management recognized the need to 
increase the efficiency and professionalism of staff 
in the Purchasing Branch, and began a process of 
setting specific objectives with each staff member, 
then regularly meeting to review progress. 


9.9 Recommendation: Greater emphasis 
should be given to ensuring individual goals 
are set in consultation with employees, 
performance against these goals is discussed, 
as required, during the year, and 
appropriate documentation is maintained. 


Training and Career Management 


9.10 Training and development is one of the most 
significant investments an organization can make 
in its employees. When responding to clearly 
identified training and development needs, it 
contributes to employees’ acquisition of 
knowledge, skills and experience to help them do 
their present jobs more efficiently and effectively 
or to prepare them to assume other responsibilities. 


9.11 Training needs have not been effectively 
identified or analyzed. There is no consolidated 
training plan for the House to identify common 
training needs and set priorities. As a result, the 
identification of training needs and delivery of 
training is largely dependent upon the initiative 
and expertise of individual line managers. 


9.12 Emphasis on training and career 
management is inconsistent. Overall, there is 
little formal internal training provided by the 
House of Commons. External expenditures for 
training, excluding language training, average 
less than $100 per employee per year, according 
to House administration data. 


9.13 When analyzed, it becomes clear that, while 
in some areas considerable attention is given to 
training, in others, little training is provided. For 
example, a comprehensive training program for 
cleaners recently began, in response to a 
consulting study that noted the absence of 
adequate training. The training is designed to 
standardize cleaning methods which should 
improve cost effectiveness. 


9.14 Another positive example is the Career 
Management Structure for Procedural Clerks, 
established in the early 1980s. It isa 
comprehensive, integrated approach to human 


resource management with mechanisms for the 
training, work assignment, performance 
evaluation, rotation and promotion of procedural 
Clerks. The services provided by clerks, such as 
procedural research and advice, and committee 
support, were rated highly by Members in the 
questionnaire. 


9.15 Training courses should be assessed to 
ensure that the organization is getting value from 
its expenditures. To date, there has been little 
formalized evaluation of training. This will 
become more important if the House increases its 
interna] and external training expenditures. 


9.16 Developmental assignments should be 
used more often. Developmental assignments are 
an investment in staff, preparing them to respond 
to additional responsibilities and future jobs and 
increasing their career mobility and personal 
development and growth. In addition, training 
staff to perform additional duties gives the 
organization flexibility to respond in periods 
where there are workload peaks in one section and 
available staff in another. 


9.17 Career development and management of 
staff can be improved through the use of acting 
appointments, secondments, transfers, rotations 
and assignments; within and outside the House. 
Relatively few such movements have been made 
between sectors or with other organizations. 
Movement within sectors has been more common. 
In our view, greater use of such arrangements, 
particularly between sectors, should be made. 
This would be particularly valuable for managers, 
who could develop a better understanding of 
management and operating practices elsewhere in 
the House. Assignments outside the House could 
also be considered. 


9.18 Recognizing these deficiencies, work is 
underway on a House-wide training needs analysis 
exercise. Preliminary findings from the training 
needs analysis identified, among other things, a 
need for training programs at the supervisory, 
middle management and executive levels. Plans 
are in place to develop a senior management 
training program during 1992-93 and other 
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training programs based on the results of the 
training needs analysis. 


9.19 Recommendation: Greater emphasis 
should be placed on identifying and 
providing for the training and career 
management needs of House staff, with 
particular emphasis on the use of 
developmental assignments, where 
appropriate. 


Control of Accidents, Sick Leave 
and Overtime 


Accidents 


9.20 Accident rates are high. The rate of 
injuries leading to time lost in the House of 
Commons is almost twice that of the rate 
reported by Labour Canada for federal 
government employees. There is reason to 


suspect the high rate may increase. The 
average age of staff will likely increase, and our 
analysis of accident statistics at the House 
shows that older employees are more likely to 
have serious accidents. 


9.21 Detailed accident investigations and 


training are needed. There is a need for greater 
control] over accident leave use. A key component 


is more detailed accident investigations that 


identify problem situations and help guard against 


abuse. Training is needed in accident 
investigation for supervisors. Little training has 
been given to staff in accident avoidance. 


9.22 More analysis of available data is needed. 


The occupational health and safety unit of the 


House keeps a large amount of statistical data on 


accidents and injuries. However, there is a need 
for a more detailed analysis of these accident 
Statistics to identify problem areas, trends and 
what corrective actions are necessary. In fact, 


some accident trends and problem areas only came 


to light when we analyzed available House data. 


Sick Leave Use 


9.23 Sick leave use is high. In 1990 over 

130,000 hours of sick leave were claimed by 
House employees. Sick leave use in the House 
of Commons is higher than in the public service. 


House employees take over 12.5 days of sick 
leave annually; 20 percent more than the amount 
the Treasury Board reports as the average for 
federal government departments and agencies. 


9.24 Use of sick leave cannot be effectively 
controlled without analysis. There has not been 
any concerted effort by the House to examine sick 
leave use on a House-wide, branch or problem 
employee basis. Some House managers believe 
that there is a significant amount of abuse; with 
sick leave used as time off rather than for illness. 


9.25 Positive steps have been taken in some 
areas. Systems have been in place for a number 
of years to analyze and control sick leave in units 
such as the Committees and Parliamentary 
Publications Directorates. More recently, the 
Printing Operations Branch took similar steps; in 
1990 it had a higher than average use of sick 
leave. It conducted an analysis of sick leave use; 
had discussions with employees who used 
extensive sick leave, and selectively required 
doctor’s certificates. These steps resulted in a 30 
percent reduction in sick leave in six months. 


Medical and Physical Testing 


9.26 Medical and physical testing should be 
performed, where necessary, on both initial 
appointments and on an ongoing basis to ensure 
that individuals can meet the physical 
requirements of their position. Inability to meet 
the physica] requirements can lead to increased 
accidents and use of sick leave as well as poor 
performance on the job. There is a need for a 
more systematic approach to medical and physical 
fitness testing for House employees in certain job 
categories. There is no testing of individuals in 
positions where physical strength is required. The 
only partial exception is Security Services’ staff 
who undergo initial physica] testing. However, 
they are not retested as time passes. There is no 
obvious rationale why medical examinations are 
required for certain positions and not for others. 


Overtime Use 


9.27 Little central analysis is done of 
overtime use. Overtime expenditures in the 
House have been in the two million dollar range 
for the past four years. As well, during 1990 over 
31,000 hours of compensatory time off was 
taken. This represents approximately 15 
person-years of time. 


9.28 As in the situation with sick leave, central 
information on House overtime use is limited. 
Existing automated information systems do not 
analyze or report on Overtime use. Such analysis 
could identify potential abuses and areas with 
workload peaks where the use of part-time, term 
employees or employees from other branches 
could reduce expensive overtime. For example, in 
section 7, we discuss the need for better 
information and analysis to deal with high levels 
of overtime in the House Security Service. 


9.29 Some directorates have improved control by 
developing their own systems to track and report 
On Overtime use. As well, clauses have been 
negotiated within a few collective agreements 
which give management increased control over 
how earned overtime is compensated. In these 
operations, the employer reserves the right to 
schedule an employee’s compensatory leave 
during slow periods. In this way, costs to the 
employer are reduced and workload peaks and 
valleys are better managed. 


9.30 There is also a need to analyze throughout 
the House the interrelationship between leave, 
overtime and on-the-job accidents for possible 
abuse. 


9.31 Recommendation: Trends and causes 
of accidents, sick leave and overtime should 
be regularly analyzed and, where 
appropriate, reported to the management 
committees. Analysis should be undertaken 
at both the working unit level and centrally, 
as required, with the necessary corrective 
actions taken. 


9.32 Recommendation: A consistent 
approach to medical and physical testing 


should be adopted; one that reflects the 
particular requirements of each position. 


Dealing With Performance 
Problems 


9.33 Performance problems and poor performers 
exist in any organization. Dealing constructively 
with such situations is one aspect of managing 
employee performance. | 


9.34 Dealing with problem performers does not 
necessarily mean punitive sanctions. Rather it 
could be a need for training, working procedures 
or guidance; or a need for a career change or new 
assignment. Identifying this information would be 
part of the performance planning, evaluation and 
career management processes; an area that we 
have already identified as currently deficient. 


9.35 The House has developed policies to deal 
with performance problems, with both positive 
and negative options that include retraining, 
transfer, demotion, extension of the probationary 
period or release of employees for reasons of 
incapacity or incompetence. There are also 
policies that deal with improper conduct and 
negligence in the carrying out of professional 
responsibilities. 


9.36 Managers are not using punitive sanctions | 
where appropriate. We examined available data 
on the use made of the various options available to 
managers. We found that use of punitive sanctions 
is rare, Similar to the situation in the federal 
government. A number of managers said that 
sanctions would be used more often except for two 
reasons. 


9,37 First, early corrective actions were not 
taken. Managers noted that it was difficult to 
begin to address performance problems that have 
been ignored in the past. Appraisals were not 
being done for habitually poor performers with 
problems that had lasted for many years. 


9,38 Second, the House “no layoff’ policy is 
misunderstood. Managers fee] that the House 
policy on staff redeployment, commonly known as 
the “no layoff” policy, constrains them from 
releasing chronic poor performers. The intention 
of the policy is that employees declared surplus 
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will, if at all possible, be absorbed elsewhere in 
the House. Over time, the “no layoff policy” has 
been interpreted by many managers and staff to 
mean “guaranteed lifelong employment”, 
regardless of performance. 


9.39 Recommendation: Managers should 
make a more concerted effort to identify, 
document and analyze each problem 
performance situation — to explore all 
available options to improve performance. 


46 


Section 10 


Summary of Recommendations 


4.13 Recommendation: The Board should clarify 
the mandates and operating guidelines of the 
management committees, following a review of 
the appropriate role of each. 


4.22 Recommendation: The management 
committees should set House-wide direction, 
priorities and objectives for the House 
administration. Long- and short-term planning for 
key areas should be done. 


4.24 Recommendation: The management 
committees should develop, approve and 
communicate policies where these are needed but 
not in place. 


4.34 Recommendation: The House 
administration should systematically identify the 
information needs of management at each level 
and ensure that the House’s information systems 
provide this information. 


4.39 Recommendation: The House 
administration should establish a full review 
process for proposals to the management 
committees, to ensure that all proposals contain 
complete and consistent information. 


4.43 Recommendation: An interna] audit and 
program evaluation function should operate under 
the direction of a Board sub-committee, ideally 
chaired by the Speaker, to provide independent 
assurance on House administrative activities. 


4.49 Recommendation: The Board should 
provide more information on the House 
administration to Members, in particular, through 
an improved annual budget document, and should 
report Board decisions sooner. 


4.51 Recommendation: The Board should make 
information on House administration, such as the 
annual budget document, publicly available. 


5.10 Recommendation: The House 
administration should develop more ongoing 
programs to clarify and supplement existing 
information on available services. 


Case Study 5.2 Recommendation: Management 
should examine production alternatives for 
printing in order to reduce operating costs and, in 
particular, re-examine the need for the new 
printing press. 


5.16 Recommendation: Management should 
review the management and operating practices of 
the well-performing branches and apply the best 
practices to all branches. 


5.29 Recommendation: The management 
committees should review services to ensure 
adequate co-ordination and reduce, where 
possible, the delivery cost of services. 


5.30 Recommendation: The management 
committees should consider whether costs and 
benefits warrant continuing to make services 
available to House administrative staff, branches 
and other eligible users. 


5.34 Recommendation: The Board should review 
the mandate of each service and, where 
appropriate, set out the level and quality of the 
service required. 


5.37 Recommendation: The House 
administration should establish performance 
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standards linking service level] with service cost, 
where reasonable and appropriate. 


5.39 Recommendation: The House 
administration should ensure that performance and 
cost information is collected and used to evaluate 
services and report on program performance. 


5.50 Recommendation: The Board should review 
and revise the budgeting process for standing 
committees to ensure that the process facilitates 
the operations of committees and imposes a 
minimum administrative burden. 


6.23 Recommendation: In order to foster 
incentives for economy, the Board should consider 
having costs that can be reasonably attributed to 
Members paid from the Member’s Operating 
Budget, which would be appropriately adjusted. 


6.27 Recommendation: The Board should 
examine the need for entitlement policies for 
furniture and supplies and review its rules 
concerning Members’ staff bonuses. 


6.34 Recommendation: Members should receive 
monthly financial reports that include the cost of 
all entitlements and services paid on their account 
either from the House budget or from the 
Member’s Operating Budget. These reports 
should include sufficient information to permit 
comparison with other periods and the expenditure 
patterns of all Members. 


6.38 Recommendation: The Board should define 
what information it requires on Members’ 
expenditures and should establish an appropriate 
reporting mechanism. 


6.44 Recommendation: Information on all the 
expenditures of Members should be publicly 
available, at a reasonable level of detail, effective 
the next Parliament. 


7.12 Recommendation: The House 
administration should assess the implications of 
meeting security needs through a joint service 
with the Senate. Subject to further analysis as 
part of our joint report, we believe there should be 
a single security force within the buildings of the 
parliamentary precinct. 
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7.23 Recommendation: Control of persons and 
goods entering the Parliament buildings should be 
reviewed. The Board should consider whether 
persons entering the buildings be required to either 
present a valid pass, be recognized or be scanned. 
Weaknesses in pass contro] should be addressed. 
The Service should also review freight and courier 
delivery practices, and parking control. 


7.24 Recommendation: Foot patrols of the areas 
around the buildings should be increased to 
improve surveillance. 


7.25 Recommendation: Security awareness for 
House employees should be enhanced. 


7.33 Recommendation: The Security Service 
should establish regular reporting of operational 
and administrative information. This information 
should be used to assess resource requirements, as 
well as to highlight areas where security 
effectiveness could be improved. 


7.41 Recommendation: The House 
administration should review, and revise where 
necessary, its policies and practices concerning 
information security, personnel screening and 
conflict of interest. 


8.13 Recommendation: The House 
administration should implement policies, systems 
and procedures for proper asset contro]. These 
should cover the recording and tracking of assets, 
including inventory taking, reconciling physical 
and recorded inventory, investigating 
discrepancies (in conjunction with the House 
Security Service, where appropriate), write off 
procedures and periodic exception reporting to 
senior management. As well, these should clarify 
roles and responsibilities for asset control. 


8.19 Recommendation: Financial policies should 
be documented and approved in areas not covered 
by existing policies. 


8.23 Recommendation: The Board should 
formalize its purchasing practices and 
communicate these to the parties concerned. They 
should contain a reporting mechanism that will 
monitor departures from approved practices. 


8.30 Recommendation: The House 
administration should develop policies and 


procedures to allocate House administration space. 


8.36 Recommendation: The House 
administration should expand its current 
accommodation review to include the needs of 
legislative and related functions and House 
administration. 


9.9 Recommendation: Greater emphasis should 
be given to ensuring individual goals are set in 
consultation with employees, performance against 
these goals is discussed, as required, during the 


year, and appropriate documentation is maintained. 


9.19 Recommendation: Greater emphasis should 
be placed on identifying and providing for the 
training and career management needs of House 
staff, with particular emphasis on the use of 
developmental assignments, where appropriate. 


9.31 Recommendation: Trends and causes of 
accidents, sick leave and overtime should be 
regularly analyzed and, where appropriate, 
reported to the management committees. Analysis 
should be undertaken at both the working unit 
level and centrally, as required, with the necessary 
corrective actions taken. 


9.32 Recommendation: A consistent approach to 
medical and physical testing should be adopted; 
one that reflects the particular requirements of 
each position. 


9.39 Recommendation: Managers should make a 
more concerted effort to identify, document and 
analyze each problem performance situation — to 
explore all available options to improve 
performance. 
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APPENDIX 1 


HOUSE OF COMMONS 
CHAMBRE DES COMMUNES 
OTTAWA. ONTARIO 
CANADA 
K1A OA6 


THE SPEAKER 


LE PRESIDENT July 30, 1990 


Mr. Kenneth M. Dye, F.C.A. 
Auditor General of Canada 
240 Sparks Street 

Ottawa, Ontario 

K1lA O0G6 


Dear anye 


Thankwyousfor your letter of July 16, 1990 concerning the 
audit of the House of Commons. 


The Board has discussed and agreed to the audit approach 
outlined in your letter. I have placed your request to meet with 
Board members on the agenda of the next meeting of the Board 
which will probably take place in late September or early 
October. 


I very much look forward to a productive review of our 
operations. 


Yours sincerely, 


Fraser 
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AUDITOR GENERAL OF CANADA VERIFICATEUR GENERAL DU CANADA 


240 Sparks Street 
Ottawa, Ontario 
KIA 0G6 


July 16, 1990 


The Honourable John Fraser, M.P., P.C. 
Speaker of the House of Commons 
Parliament Buildings 

Wellington Street 

Ottawa, Ontario 

KIA 0A6 


Dear Mr. Speaker: 


Further to our meeting in January, and to subsequent discussions between our officials, [ 
am writing to outline the details of an audit of the House of Commons that I would propose to the 
Board of Internal Economy. 


The first two components of a comprehensive audit--the attest and authorities audits-- 
have been undertaken in the House of Commons by my office for some years now. The attest 
component will continue as in the past and will not form part of the proposed audit. With respect 
to the authorities and the economy, efficiency and effectiveness components of the audit, I gong 
intend that they apply exclusively to the administration of the House of Commons. 


By administration, I mean those functions for which the Clerk, Sergeant-at-Arms and 
Administrator are responsible, including the provision of support to the House of Commons, its 
committees and Members’ offices. My interest in the latter is solely in the administrative policies, 
practices and controls governing the provision of support to the offices of Members. Hence, I would 
not intend to comment on the management of any individual Member’s offices. This reflects my 
overall audit objective of concentrating on systemic matters. 


Since the Board of Internal Economy has authority, under section 50 of the Parliament of 
Canada Act, to act on all matters of financial and administrative policy affecting the House of 
Commons, its offices and its staff, it will likely prove necessary to examine the relationship of the 
Board to the House administration. A similar review of the relationship between the House 
administration and the Standing Committee on Management and Members Services wiill also probably 


be needed. 


I would like to emphasize that my audit would in no way concern itself with the 
constitutional, legislative or public policy roles of the House of Commons, its committees, or its 
Members. As well, I would not comment on procedural aspects of the House of Commons and its 


committees. 
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As we have discussed previously, I propose commencing the audit planning phase in 
September of this year. I would meet with you and the Board of Internal Economy on at least three 
occasions; On commencement of the audit planning phase, to discuss our approach for gaining an 
understanding of the administration and for selecting areas for audit examination; on commencement 
of the audit examination phase, to discuss areas I have selected and how we plan to examine each; 
and at the time I have a draft audit report ready to discuss with you. 


Based on our initial discussions, I would expect to devote particular attention to security 
services, and to existing and potential joint services with the Senate. Of course, we will have an 
opportunity to discuss these and other details before the audit examination phase commences. 


The audit would take approximately one year to complete. The results of the audit would 
be contained in a report to you and the Board of Internal Economy. As the examination phase 
progresses, I would be happy to report interim findings on request. 


I hope that this suggests an audit approach that is acceptable to you and the Board of Internal 
Economy. I look forward to hearing from you. 


Cordially yours, 
Oe 


Kenneth M. Dye, F.C.A. 
Auditor General of Canada 


APPENDIX 2 


Audit Criteria 


GENERAL CRITERIA 


¢ The House of Commons should have 
management systems and practices in place to 
provide reasonable assurance that assets are 
controlled, resources are managed 
economically and efficiently, operations are 
effective, and activities comply with legal 
authorities. 


¢ Appropriate corrective action should have 
been taken to address deficiencies noted in 
our 1980 and 1983 audits. 


Financial Controls 

¢ Financial controls should be in place to 
provide assurance that resources are used for 
the purposes intended and do not exceed 
levels approved by Parliament, and are in 
accordance with House of Commons policies 
and (in the case of Members’ expenditures) 
the Members’ Allowances and Services 
manual. 


¢ Transactions should be accurately and 
completely recorded. 


Financial Systems 

¢ Financial reporting and analysis should 
facilitate the regular monitoring of operations, 
compliance and accountability. 


Asset Management 

¢ Responsibilities for asset management should 
be clear and consistent with good asset 
management practices. 


¢ The House of Commons should have 
management practices and systems to record, 
control and report on assets, from the time of 
acquisition until disposal. 


Human Resource Management 

¢ The House of Commons should have human 
resource policies, systems and practices in 
place to effectively manage human resources. 


Managing Employee Performance 

¢ Human resource policies, systems and 
practices should contribute to appropriate 
employee performance. Performance 
problems should be identified and resolved. 


Management Process 


* The roles and responsibilities of senior 


management (including the sector heads, the 
Administrative and Executive committees and 
the Board of Internal Economy), should be 
Clearly defined and communicated. Senior 
management should have the support and 
tools needed to effectively manage, through 
planning, directing, and reviewing — the 
administration of the House of Commons. 


¢ Matters with corporate implications should be 


co-ordinated between sectors and brought 
forward to the appropriate level of senior 
management. 


House-wide Planning 


¢ Senior management should set and 


communicate House-wide objectives and 
priorities. 


¢ Long-term plans should be developed and 


communicated, based on a House-wide 
planning process, for areas of corporate 
concern such as human and financial 
resources, accommodation and computer 
systems. 


Information Systems and 
Reporting 


¢ Senior management should receive the 


information required to carry out its role and 
responsibilities, including financial results, 
progress against approved plans, and program 
performance against established goals. 
Information should be appropriate, complete, 
accurate and timely. 
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Independent Reviews 


An audit and evaluation function should 
provide senior management with independent 
assurance that systems and procedures 
function properly, and performance is 
satisfactory. 


-Senior management should review and 
approve the scope, findings, recommendations 
and action plans of audits, evaluations and 
other studies with corporate implications. 


Project Management 


Major initiatives should be reviewed and 
approved by senior management. 
Responsibilities and an appropriate 
accountability framework should be agreed 
upon prior to initiation. 


Appropriate project management processes 
should be in place. 


Disclosure to Members and the 
Public 


Requirements for reporting on House 
administrative activities, and on Members’ 
expenditures, should be defined and met. 
Reporting should present these activities and 
expenditures in a fair and comprehensible 
manner. 


House Services 


House of Commons’ services and support 
should meet the needs and requirements of 
Members, committees, the legislature, and 
administrative staff, in an economic, efficient 
and effective manner. 


The level and quality of service should be 
Clearly defined, based on analysis of need, and 
a consideration of alternative service levels. 


Accurate and reliable cost information should 
be available to managers and used to manage 
services. 


Activities should be organized to provide 
Services cost-effectively, and to minimize 
duplication. Management should examine the 
benefits of activity integration or 
consolidation, where appropriate. 


Management should regularly monitor if 
service delivery continues to meet user needs 
in a cost-effective manner, including 
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assessing alternative means of delivering 
services. 


Managers should monitor and report on 
program performance against established 
goals. This information should be used to 
improve program performance. 


Security and Safety Services 


There should be a clear mandate for security, 
health and safety activities. Jurisdictional 
relationships with outside agencies should be 
documented and understood, and should 
facilitate the operational effectiveness of 
security, health and safety activities. 


There should be adequate systems and 
procedures in place to manage security, health 
and safety activities. 


Security, health and safety measures should 
be cost-effective, appropriate to the level of 
threat/risk that has been assessed, consistent 
with House requirements and approved by 
senior management. 
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